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MEDICAL  EXAMINATIONS  (contd) 


amination  for  certification. 

Eligibl es  who  do  not  pass  the  medical  shall  be 
rejected  and  such  rejection  shall  apply  to  any 
other  eligible  list  on  which  the  eligible  has 
standing. 

There  are  cases  where  conditional  appointments 
are  made  of  eligibles  with  medically  disquali- 
fying conditions  that  are  subject  to  correction 
within  a reasonable  time.  For  more  information 
on  medical  examinations,  contact  the  Certifi- 
cation Section  of  the  Civil  Service  Commission 
Personnel  Department. 

VETERAN'S  PREFERENCE 

Veterans  with  thirty  (30)  days  or  more  of  actual 
service  and  widows  of  such  veterans  who  become 
eligible  for  appointment  by  attaining  a passing 
mark  in  an  examination  are  allowed  fifty  (50) 
points  on  entrance  examinations  and  thirty  (30) 
points  on  promotive  examinations  in  making  up  the 
list  of  eligibles.  Veteran's  preference  can  only 
be  used  once  for  entrance  examinations  and  once 
for  promotive  examinations. 

Veteran's  preference  must  be  claimed  at  the  time 
of  filing  the  application  and  appropriate  docu- 
ments must  be  furnished.  Veteran's  preference 
cannot  be  claimed  after  the  written  examination 
has  been  held. 

APPOINTMENTS 

PERMANENT 

Eligibles  who  are  appointed  to  permanent  posi- 
tions which  have  been  established  in  the  budget 
by  the  Board  of  Supervisors  are  serving  under  a 
permanent  appointment.  Permanent  appointees  who 
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PROBATION  (contd) 


iod  except  the  uniformed  ranks  of  the  Police  and 
Fire  Departments  who  serve  a probationary  period 
of  one  year.  During  the  probation,  the  appoint- 
ee's work  performance  is  evaluated  in  a series 
of  conferences  with  the  supervisor  and  prior  to 
the  expiration  of  the  probationary  period  the 
department  head  recommends  permanent  appointment. 
Employees  transferring  from  one  department  to 
another  serve  a new  probation. 

All  terminations  of  probationary  employees  are 
reviewed  by  the  Civil  Service  Commission. 

PROMOTIONS 

Promotive  announcements  for  examinations  to  fill 
vacancies  in  promotive  classifications  are  dis- 
tributed to  all  departments  for  posting.  Also, 
announcements  are  posted  on  the  official  bulletin 
board  in  City  Hall.  It  is  the  employee's  re- 
sponsibility to  review  these  announcements.  The 
promotive  announcement  will  tell  you  what  classes 
are  considered  next  lower  rank  for  filing  for  the 
examination,  what  are  the  qualifications  and 
scope  of  the  examination.  At  least  two  (2)  years 
of  experience  is  usually  required  and  completion 
of  the  probation  is  mandatory. 

LAYOFF 

Occasionally,  a lack  of  work  or  funds  will  re- 
quire a layoff  of  employees.  Layoff  of  perman- 
ent employees  is  by  class  in  the  department  in 
the  inverse  order  of  the  date  of  regular  perman- 
ent certification  to  the  class.  There  are  pro- 
visions for  permanent  employees  facing  layoff 
with  five  (5)  years  or  more  of  continuous  perman- 
ent service  in  the  class  and  for  employees 
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CITY  AND  COUNTY  OF 

Sa.xi  Francisco 


City  and  county  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 


ROBERT  J.COSTELL 


Dear  Employee: 

Congratulations  on  your  success  In  your  Civil  Service 
examination  and  welcome  as  an  employee  of  the  City  and 
County  of  San  Francisco. 

This  booklet  is  for  your  information  and  outlines  some 
of  the  basic  personnel  policies,  rules  and  procedures,  as 
well  as  summarizing  some  of  the  services  and  benefits  City 
employees  may  take  advantage  of. 

Not  every  policy,  rule  or  procedure  relating  to  personnel 
practices  is  included  and  in  cases  of  discrepancies  or  omissions, 
any  applicable  or  current  official  rule  or  regulation  always 
takes  precedence. 

Should  you  have  any  questions,  your  Supervisor  or  Department 
Personnel  Officer  will  be  happy  to  discuss  them  with  you. 

Please  retain  this  booklet  for  your  future  reference. 

On  behalf  of  the  Civil  Service  Commission  and  the  staff  of 
the  Personnel  Department:  Welcome  and  best  wishes  for  success! 
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PART  II.  PERSONNEL  ADMINISTRATION 


CLASSIFICATION 

All  permanent  positions  in  the  City  and  County  have  been  studied  and  classified 
by  the  Civil  Service  Commission  according  to  their  duties  and  responsibilities. 
Positions  which  are  essentially  similar  in  the  type  of  work  performed  and  in 
level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they 
will  be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 

The  Civil  Service  Commission  assigns  positions  to  the  appropriate  classification. 
Each  class  includes  a class  number  and  descriptive  title  which  identifies  the 
occupational  group  of  the  class. 

Detailed  information  regarding  classification  matters  can  be  secured  from  your 
Personnel  Office  or  the  Civil  Service  Personnel  Department,  Classification 
Division,  558-5477. 

SALARIES 

Most  classes  of  positions  are  set  in  a salary  range  established  by  the  Board  of 
Supervisors  in  the  Salary  Standardization  Ordinance.  When  you  are  initially 
enployed  your  salary  is  at  the  first  step  of  your  range.  Upon  completion  of  the 
required  service  (usually  six  months),  you  will  be  advanced  to  the  second  step. 
Your  Department  Personnel  Office  can  explain  your  increment  schedule  to  you. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year  and  adjustments 
are  made  in  accordance  with  prevailing  rates  in  private  industry  in  San  Francisco 
and  public  agencies  in  the  State  of  California.  Final  authority  to  grant  salary 
and  fringe  benefit  adjustments  rests  with  the  Board  of  Supervisors. 

Salaries  of  Craft,  Police,  and  Fire  employees  and  Municipal  Railway  operators 
are  set  according  to  Charter.  Salaries  of  Municipal  and  Superior  Court  employees 
are  set  in  accordance  with  State  law. 

WORKING  HOURS 

The  normal  basic  work  week  is  40  hours  consisting  of  five  consecutive  8-hour 
days.  Most  departments  serve  the  public  five  days  a week  from  8:00  a.m.  to 
5:00  p.m. 

Some  departments  are  open  for  business  seven  days  a week  and  as  a result  there 
is  a considerable  variation  in  working  days  and  hours  depending  upon  individual 
assignments.  Your  supervisor  will  advise  you  of  your  schedule  or  change  in 
shift  or  schedule  and  of  your  eligibility  for  shift  differential  pay. 

All  enployees  are  expected  to  observe  the  assigned  working  hours  and  to  remain 
on  the  job  except  when  absent  on  official  departmental  business.  If  a personal 
emergency  should  make  it  necessary  for  you  to  leave  before  the  end  of  the 
working  day,  ask  your  immediate  supervisor  for  permission  to  be  absent. 

OVERTIME 

If  you  are  required  to  work  overtime  or  on  a holiday  by  your  department  head 
because  of  an  emergency,  you  will  be  paid  one  and  one-half  times  your  basic 
salary  for  overtime  worked  after  8 hours  per  day  or  40  hours  per  week. 

Craft  enployees  who  are  required  to  work  overtime  or  on  a holiday  are  paid  the 
overtime  rate  established  in  the  collective  bargaining  agreements  generally 
prevailing  throughout  the  industry. 

Uniformed  enployees  of  the  Police  and  Fire  Departments  who  are  required  to  work 
overtime  or  on  a holiday  are  paid  straight  time  or  given  equivalent  time  off. 

Platform  employees  of  the  Municipal  Railway  who  are  required  to  work  overtime 
are  paid  one  and  one-half  times  the  basic  salary  rate. 
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Dear  Fellow  Employee: 

Welcome  as  an  employee  of  the  City  and  County  of  San  Francisco.' 
As  an  employee,  you  will  be  making  a contribution  to  the  well-being 
of  the  citizens  of  our  City.  Your  decision  to  join  us  in  this 
mutual  endeavor  is  indeed  gratifying. 

Your  Supervisors,  fellow  employees  and  Administrators  with  whom 
you  work  will  be  ready  to  assist  you  in  every  possible  way.  We  are 
all  interested  in  your  progress  and  want  you  to  be  successful  in 
your  job. 

I wish  you  good  health,  success  and  satisfaction  in  your  new 
responsibilities. 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 

CIVIL  SERVICE  COMMISSION 
101  CITY  HALL 


JOSEPH  C.  TARANTINO.  PRESIDENT 
WILLIAM  JACK  CHOW.  VICE  PRESIDENT 
ROBERT  J.  COSTELLO,  COMMISSIONER 
BERNARD  ORSI 

GENERAL  MANAGER,  PERSONNEL 


Dear  Employee: 


Congratulations  on  your  success  in  your  Civil  Service 
examination,  and  welcome  as  an  employee  of  the  City  and  County 
of  San  Francisco. 

This  booklet  is  for  your  information  and  outlines  some  of 
the  basic  personnel  policies,  rules  and  procedures,  as  well  as 
summarizing  some  of  the  services  and  benefits  City  employees  may 
take  advantage  of. 

Not  every  policy,  rule  or  procedure  relating  to  personnel 
practices  is  included,  and  in  cases  of  discrepancies  or  omissions, 
any  applicable  or  current  official  rule  or  regulation  always 
takes  precedence. 

Should  you  have  any  questions,  your  Supervisor  or  Departmental 
Personnel  Officer  will  be  happy  to  discuss  than  with  you. 

Please  retain  this  booklet  for  your  future  reference. 

On  behalf  of  the  Civil  Service  Commission  and  the  staff  of 
the  Personnel  Department:  WELCOME  AND  BEST  WISHES  FOR  SUCCESS! 


General  Manager,  Personnel 
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HOLIDAYS 


Holidays  observed  by  the  City  and  County  of  San  Francisco  for  miscellaneous 
employees  are  enumerated  in  the  Salary  Standardization  Ordinance: 


New  Year's  Day 
Lincoln's  Birthday 
Washington's  Birthday 
Memorial  Day 
Independence  Day 
Labor  Day 


Admission  Day 
Columbus  Day 
Veteran's  Day 
Thanksgiving 
Christmas 


If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is  observed  as 
a holiday.  If  any  of  these  fall  on  Saturday,  the  preceding  Friday  is  observed 
as  a holiday;  however,  offices  must  remain  open  and  staffed.  In  addition, 
the  City  will  observe  as  a holiday  any  day  so  declared  by  the  President  or 
Governor. 


Holidays  with  pay  for  craft  employees  are  as  provided  in  the  collective 
bargaining  agreements  which  prevail  throughout  the  industries  employing  such 
crafts. 


PAYDAYS 

City  employees  are  paid  biweekly  (once  every  two  weeks) . Paydays  for  various 
departments  are  spread  over  several  days  in  order  to  equalize  the  processing 
of  payrolls.  Temporary  employees  are  paid  five  business  days  later  than 
peimanent  employees.  You  should  contact  your  Departmental  Personnel  Office 
or  timekeeper  to  find  out  on  what  days  you  will  be  paid. 

PAYROLL  DEDUCTIONS 

The  following  deductions  are  mandatory  for  all  employees  who  are  members  of 
the  San  Francisco  City  Enployees'  Retirement  System: 

1.  Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Social  Security 

4.  Health  Service  (see  Health  Service  System  section  of  this  handbook 

for  more  details). 

Temporary  employees  have  only  Federal  and  State  withholding  taxes  deducted. 

For  the  following  voluntary  deductions,  employees  must  sign  an  authorization 
form  which  is  obtained  from  the  department's  personnel  and  payroll  office. 

1.  Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  United  States  Savings  Bonds 

5.  Credit  Union 

6.  United  Bay  Area  Crusade 

VACATION 

The  City  provides  annual  vacations  for  all  employees.  The  following  vacation 
allowances  are  based  on  length  of  service: 

1.  10  working  days  per  year  for  the  first  five  years  of  service 

2.  15  working  days  per  year  after  five  years  service 

3.  20  working  days  per  year  after  fifteen  years  service 

The  third  and  fourth  week  of  vacation  cannot  be  taken  until  you  have  reached 

your  anniversary  date  in  your  fifth  and  fifteenth  year  of  service. 


Employees  must  take  one  full  week  of  vacation  annually.  The  balance  may  be 
taken  on  an  intermittent  daily  basis  if  approved  by  the  department. 

Permanent  employ ees  may  accumulate  a maximum  of  thirty  (30)  working  days  of 
vacation  for  future  use. 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the 
holiday  is  not  counted  as  a vacation  day. 

Your  vacation  period  is  scheduled  by  your  department  head  with  the  intention  of 
acconmodating  your  plans,  the  needs  of  the  department,  and  seniority. 

LEAVES  OF  ABSENCE 

All  leaves  of  absences  are  governed  by  the  following  general  provisions: 

1.  Leave  requests  must  be  approved  by  the  department  head. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on 
Civil  Service  forms. 

3.  A Civil  Service  permanent  appointee  requesting  leave  must  have  completed 
the  probationary  period. 

4.  A temporary  appointee  is  limited  to  leave  not  to  exceed  (10)  working  days. 

In  the  case  of  sick  leave,  the  ten  (10)  day  limitation  may  be  extended 

by  the  appointing  officer. 

Enployees  may  request  any  of  the  following  types  of  leaves  of  absences: 

SICK  LEAVE  WITH  PAY  - Enployees  earn  thirteen  (13)  working  days  per  year. 

Unused  sick  leave  may  be  accumulated  from  year  to  year  until  you  reach 
the  maximum  accumulation  of  one  hundred  and  thirty  (130)  working  days. 

No  sick  leave  with  pay  is  allowed  during  your  probationary  period  unless 
you  have  previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable 
to  report  for  duty  because  of  illness  and  of  the  approximate  date  of  your 
return  to  work.  You  are  reminded  that  sick  leave  protects  you  against 
loss  of  income  while  incapacitated.  Sick  leave  may  be  used: 

1.  When  you  are  unable  to  work  because  of  illness  or  injury,  not  job- 
incurred. 

2.  For  medical  or  dental  appointments. 

3.  Absence  due  to  quarantine  declared  by  the  Department  of  Public  Health 
or  other  competent  authority. 

4.  In  case  of  death  of  a member  of  your  immediate  family  or  other  relative. 

5.  For  alcoholism,  if  medically  diagnosed  by  a licensed  physician  and 
subject  to  certain  conditions. 

6.  Absence  due  to  pregnancy  or  convalescence  period  following  childbirth; 
provided  that  the  length  of  the  leave  of  absence,  including  the  date 
on  which  the  leave  shall  cormence  and  the  date  on  which  the  employee 
shall  assume  duties,  shall  be  determined  by  the  employee  and  the 
employee's  physician. 

Members  of  your  immediate  family  include  the  fpl lowing:  Mother,  mother- 

in-law,  father,  father^  in- law,  husband,  wife,  child,  brother,  or  sister, 
or  any  person  related  by  family  ties  who  is  permanently  residing  in  the 
household  of  the  employee. 

If  you  are  absent  from  your  job  more  than  five  (5)  consecutive  working 
days,  you  must  submit  a completed  Civil  Service  form  stating  the  nature 
and  duration  of  your  illness  and  signed  by  your  doctor. 

An  appointing  officer  or  department  head  may  require  you  to  furnish  a 
doctor's  verification  for  any  amount  of  absence  due  to  illness. 


SICK  LEAVE  WITHOUT  PAY  - When  you  are  not  eligible  for  sick  leave  with  pay 
or  your  have  used  all  your  sick  leave  credits,  you  may  request  sick 
leave  without  pay.  The  maximum  amount  of  sick  leave  without  pay 
depends  onyour  status,  as  follows: 

1.  Permanent  employees  - up  to  three  (3)  years  - must  be  renewed  every 
six  (6)  months. 

2.  Probationary  employees  - ten  (10)  days. 

3.  Temporary  employees  - ten  (10)  days;  may  be  extended  if  replace- 
ment is  not  necessary. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecutive 
days  requires  a doctor' s certification  on  Civil  Service  forms.  These 
forms  are  obtained  from  your  department  personnel  office. 

EDUCATIONAL  LEAVE  - Leaves  for  the  purpose  of  securing  additional  education 
in  a field  related  to  an  employee's  position  may  be  granted  for  the 
period  to  complete  the  course  work.  Employees  should  contact  their 
department  personnel  office  for  information  on  educational  leaves. 

MILITARY  LEAVE  - Employees  may  be  granted  military  leaves.  Under  certain 

conditions,  employees  on  military  leave  may  receive  their  regular  salary 
or  compensation  for  a period  not  to  exceed  thirty  (30)  calendar  days. 
More  information  on  military  leaves  may  be  obtained  from  your  depart- 
ment's personnel  office. 

PERSONAL  LEAVE  - Employees  may  request  leave  for  personal  reasons.  A 
personal  leave  may  be  approved  for  a period  not  to  exceed  one  (1) 
month  for  each  six  (6)  months  of  permanent  service  up  to  a maximum  of 
nine  (9)  months’  leave. 


SOCIAL  SECURITY 

Permanent  employees  are  automatically  enrolled  in  the  Federal  Social  Security 
System.  Under  the  provisions  of  this  law,  you  have  additional  benefits  which 
include  income  for  your  survivors  in  the  event  of  your  death,  retirement  in- 
come after  age  62,  and  total  disability  benefits  at  any  age  after  five  (5) 
years  of  coverage.  A separate  Social  Security  deduction  will  be  taken  from 
your  paycheck. 

ON-THE-JOB  INJURY  AND  WORKERS'  COMPENSATION 

Any  injury  incurred  while  at  work  and  while  engaged  on  official  department 
business  is  covered  by  the  California  Workers'  Compensation  Law.  In  order 
that  you  may  receive  all  benefits  to  which  you  are  entitled  under  this  Law, 
it  is  necessary  that  the  procedure  outlined  below  be  followed: 


MEDICAL  CARE  FOR  WORK-RELATED  INJURIES/ILLNESSES: 


| FRANCISCAN  TREATMENT  ROOM  - Located  at  Bush  and  Hyde,  San  Francisco  (St.  Francis 
Hospital).  This  is  your  OUTPATIENT  CLINIC  for  ALL  WORK-RELATED  injuries/ 
illnesses . 

DOCTORS  AVAILABLE  24  HOURS  - 7 DAYS  A WEEK 
To  cancel  a follow-up  appointment:  Phone  558-2505 

Be  certain  you  obtain  another  appointment  time. 

All  appointments  must  be  kept  until  the  doctor  discharges  you  for  return 
to  wo  rk . 

NOTIFY  your  Supervisor  BEFORE  going  to  the  FRANCISCAN  TREATMENT  ROOM. 


ON-THE-JOB  INJURY  AND  WORKERS'  COMPENSATION  (continued) 


SEVERE  TRAUMATIC  INJURY: 

WITHIN  SAN  FRANCISCO  VICINITY  - Obtain  medical  assistance  immediately.  Phone 
a City  ambulance  on  553-1S75  or  431-2800,  or  go  to  San  Francisco  General 
Hospital  Emergency  Center,  22nd  Street  and  Potrero  Avenue.  Have  your 
Supervisor  notified. 

OUTSIDE  SAN  FRANCISCO  - Report  to  nearest  Emergency  Hospital  for  treatment. 

Have  hospital  authorities  call  5S8-3826  to  verify  your  eligibility  for 
Workers'  Compensation  benefits  and  to  verify  hospital  and  physicians 
billing  information.  Have  your  Supervisor  notified  of  your  disability. 
Failure  to  notify  your  Supervisor  of  work-related  injuries/illnesses 
can  affect  your  compensation  benefits. 

YOU  MAY  GO  TO  YOUR  OWN  DOCTOR  FOR  WORK-RELATED  INJURY  OR  ILLNESS,  BUT  AT  YOUR 
OWN  EXPENSE. 

The  Retirement  System  administers  the  Workers'  Compensation  Program  for  the 
City  and  County.  INDUSTRIAL  ACCIDENTS  ARE  NOT  COVERED  BY  ANY  OF  THE  HEALTH 
SERVICE  PLANS.  For  answers  to  detailed  questions,  call  the  Compensation 
Division  558-3826,  or  visit  the  offices  located  at  1150  Bush  Street,  3rd  Floor. 

CREDIT  UNIONS 


As  employees  of  the  City  and  County  of  San  Francisco  you  are  eligible  to  join 
one  of  the  following  Credit  Unions  for  savings  and  low  cost  loans  through  pay- 
roll deduction.  Call  the  appropriate  Credit  Union  for  further  information: 

City  Employees  Credit  Union  771-5377 
Firemen  Credit  Union  776-7720 
Police  Credit  Union  564-3800 
Municipal  Railway  Credit  Union  346-6646 
Muni  Shopmen  Credit  Union  585-8830 
Recreation  and  Parks  Credit  Union  661-4652 


HEALTH  SERVICE  SYSTEM 

The  Health  Service  System  is  the  City  Department  which  has  the  responsibility 
for  providing  the  best  health  insurance  coverage  at  the  lowest  cost  for  active 
and  retired  City  employees  and  their  dependents.  The  Health  Service  Board  is 
the  policy-making  body  for  this  department.  Each  employee  must,  under  provi- 
sions of  the  Charter,  be  a member  of  one  of  the  plans  except  under  certain 
specified  circumstances.  Details  of  each  plan  are  available  at  the  Health 
Service  office.  Employees  failing  to  select  one  of  the  plans  will  be  auto- 
matically enrolled  in  Plan  I,  the  City  Administered  Plan. 

The  employee  may  claim  exenption  from  Health  Service  membership  if: 

1.  He  can  demonstrate  that  he  has  adequate  health  insurance  coverage 
from  some  other  source. 

2.  His  annual  personal  income  from  salary  alone  exceeds  a specified  level. 

3.  He  has  demonstrable  adherence  to  a recognized  religious  organization 
which  depends  upon  prayer  for  healing  in  the  practice  of  religion. 

Changes  from  one  plan  to  another,  addition  of  dependents  not  enrolled  at  the 
time  of  original  enrollment  and  claims  for  exemption  not  made  at  the  time  of 
original  enrollment  may  only  be  made  during  a specified  annual  period  (sign-up 
period)  as  set  forth  by  the  Health  Service  Board.  Enrollment  of  newly  acquired 
dependents  tlirough  marriage  or  birth  may  be  made  within  thirty  (30)  days  of  such 
acquisition.  The  Health  Service  office  is  located  in  City  Hall  Annex,  450 
McAllister  Street.  General  information  may  be  obtained  at  558-4322. 


RETIREMENT 


The  City  and  County  of  San  Francisco  has  a Retirement  Plan  that  provides 
benefits  to  all  permanent  and  certain  appointed  employees.  Temporary  employees 
are  not  currently  covered  by  the  plan.  The  Retirement  Plan  includes  the 
following  provisions: 

1.  Integration  of  the  City's  system  with  Federal  Old  Age  and  Survivors 
Insurance  (Social  Security). 

2.  Pay  deductions. 

3.  Service  retirement  at  various  ages  and  with  various  retirement 
options  (mandatory  retirement  at  age  65). 

4.  Disability  retirement. 

5.  Death  benefit. 

6.  Withdrawal  of  employee  contributions  with  interest,  upon  termination 
any  by  written  request. 

7.  Vesting  (for  future  retirement  allowance),  if  you  have  $1000  of 
accumulated  contributions,  if  requested. 

No  attempt  is  made  here  to  explain  the  intricate  details  of  the  Retirement 
System  or  its  integration  with  the  Federal  Old  Age  and  Survivors  Insurance 
Program  (Social  Security).  Retirement  is  mandatory  at  age  65,  and  approxi- 
mately 60%  pension  at  age  60  with  30  years  service.  A lesser  percentage 
for  retirement  at  age  50.  The  Retirement  System  staff  will  answer  specific 
questions  you  may  have  regarding  your  retirement  plans.  For  general  infor- 
mation contact  the  Membership  Division,  Room  220,  770  Golden  Gate  Avenue 
(at  Gough) , or  phone  558-  4085 . 

Employees  should  visit  the  Retirement  System  offices  and  their  department 
personnel  and  payroll  office  at  least  three  months  prior  to  the  date  they 
plan  to  retire. 

EMPLOYMENT  COUNSELING 

The  Civil  Service  Personnel  Department  provides  vocational  counseling 
for  prospective  and  permanent  City  employees  who  may  be  seeking  career 
municipal  employment.  In  addition  to  career  counseling,  the  Employment 
Counseling  Center  also  administers  a variety  of  upgrading  programs  in- 
cluding employee  tuition  reimbursement,  in-service  promotional  training, 
external  degree  programs,  and  specialized  opportunities  such  as  a Manage- 
ment Training  Program.  The  Center  is  located  in  Room  52-D,  City  Hall 
Basement.  Individuals  seeking  counseling  are  advised  to  call  in  advance 
for  an  appointment:  558-4725. 

EMPLOYEE  REFERRAL  PROGRAM 

The  Department  of  Public  Health  provides  an  information  and  referral  service 
for  City  employees  and  their  families.  Information  on  alcoholism,  drug  abuse, 
marital  and  family  problems,  emotional  stress,  and  other  related  problems 
is  available  through  this  office.  When  requested,  an  experienced  counselor 
will  make  referrals  to  appropriate  treatment  resources.  Appointments  for 
information  and/or  assistance  can  be  made  by  telephoning  558-2236. 


PERSONNEL  ADMINISTRATION 


CLASSIFICATION 


All  permanent  positions  in  the  City  and  County  have  been  studied  and  classified 
by  the  Civil  Service  Commission  according  to  their  duties  and  responsibilities. 
Positions  which  are  essentially  similar  in  the  type  of  work  performed  and  in 
level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they 
will  be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 

The  Civil  Service  Commission  assigns  positions  to  the  appropriate  classification. 
Each  class  includes  a class  number  and  descriptive  title  which  identifies  the 
occupational  group  of  the  class. 

Detailed  information  regarding  classification  matters  can  be  secured  from  your 
Personnel  Office  of  the  Civil  Service  Personnel  Department,  Classification 
Division,  558-5477. 


SALARIES 

Most  classes  of  positions  are  set  in  a salary  range  established  by  the  Board  of 
Supervisors  in  the  Salary  Standardization  Ordinance.  When  you  are  initially 
employed  your  salary  is  at  the  first  step  of  your  range.  Upon  completion  of 
the  required  service  (usually  six  months),  you  will  be  advanced  to  the  second 
step.  Your  Department  Personnel  Office  can  explain  your  increment  schedule 
to  >ou. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year  and  adjustments 
are  made  in  accordance  with  prevailing  rates  in  private  industry  in  San  Francisco 
and  public  agencies  in  the  State  of  California.  Final  authority  to  grant  salary 
and  fringe  benefit  adjustments  rests  with  the  Board  of  Supervisors. 

Salaries  of  Craft,  Police  and  Fire  employees  and  Municipal  Railway  operators 
are  set  according  to  Charter.  Salaries  of  Municipal  and  Superior  Court  employees 
are  set  in  accordance  with  State  law. 

WORKING  HOURS 


The  normal  work  week  is  40  hours  consisting  of  five  consecutive  8- hour  days. 
Most  departments  serve  the  public  five  days  a week  from  8:00  a.m.  to  5:00  p.m. 

Some  departments  are  open  for  business  seven  days  a week  and  as  a result  there 
is  a considerable  variation  in  working  days  and  hours  depending  upon  individual 
assignments.  Your  supervisor  will  advise  you  of  your  schedule  or  change  in 
shift  or  schedule  and  of  your  eligibility  for  shift  differential  pay. 

All  employees  are  expected  to  observe  the  assigned  working  hours  and  to  remain 
on  the  job  except  when  absent  on  official  departmental  business.  If  a personal 
emergency  should  make  it  necessary  for  you  to  leave  before  the  end  of  the 
working  day,  ask  your  immediate  supervisor  for  permission  to  be  absent. 

OVERTIME 

If  you  are  require,  by  your  department  head,  to  work  overtime  or  on  a holiday 
because  of  an  emergency,  you  will  be  paid  one  and  one-half  times  your  basic 
salary  for  overtime  worked  after  8 hours  per  day  or  40  hours  per  week. 

Craft  employees  who  are  required  to  work  overtime  or  on  a holiday  are  paid  the 
overtime  rate  established  in  the  collective  bargaining  agreements  generally 
prevailing  throughout  the  industry. 

Uniformed  employees  of  the  Police  and  Fire  Departments  who  are  required  to  work 
overtime  or  on  a holiday  are  paid  straight  time  or  given  equivalent  time  off. 

Platform  employees  of  the  Municipal  Railway  who  are  required  to  work  overtime 
are  paid  one  and  one-half  times  the  basic  salary  rate. 


OVERTIME  (continued) 


Executive  and  employees  in  certain  administrative  and  supervisory  classifi- 
cations do  not  receive  pay  for  overtime,  but  accumulate  compensatory  time 
at  the  rate  of  one  and  one-half  hours  per  hour  worked  which  may  be  taken  at 
a later  date. 

JURY  DUTY 

You  should  notify  your  immediate  supervisor  as  soon  as  a jury  summons  is 
received.  Any  employee  who  is  called  on  jury  duty  for  a Municipal,  State 
or  Federal  Court  is  allowed  his  salary  less  the  amount  of  jury  fees  paid 
to  him  while  serving  as  a juror. 

It  is  necessary  that  you  obtain  from  the  Jury  Commission  or  Court  Clerk  a 
"Jury  Duty  Certificate."  This  should  be  promptly  given  to  your  Personnel 
Office  or  timekeeper  in  order  for  you  to  receive  payment. 

EXAMINATIONS 

The  Civil  Service  examination  program  is  an  essential  element  in  guaranteeing 
high  standards  for  employment.  Any  one  gaining  employment  through  this 
process  has  the  satisfaction  of  knowing  that  he  was  chosen  based  on  his 
demonstrated  ability  in  a competitive  procedure  which  was  applied  equally  to 
all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study  of  the 
duties  of  the  job.  It  may  consist  of  a written  test,  oral  interview,  agility, 
performance  tests,  or  any  combination  of  these.  All  tests  are  intended 
to  rank  candidates  in  the  order  of  their  relative  qualifications  for  the  job. 

OPEN  EXAMINATIONS  - where  all  candidates  compete  on  the  same  basis,  are  held 
for  certain  entrance  level  positions.  Some  examinations  are  held  on  an 
open  and  promotional  basis.  Under  these  circumstances  all  permanent 
status  employees  who  are  successful  in  the  examination  will  be  placed 
on  a promotional  list  of  eligible  candidates  ahead  of  the  eligibility 
list  of  open  candidates.  You  may  file  a COURTESY  CARD  (request  to  be 
notified)  and  obtain  information  regarding  entrance  level  classifications 
in  Room  52-E  (Basement),  City  Hall,  558-4495. 

PROMOTIONAL  EXAMINATIONS  - "Career  Promotional  Opportunity"  announcements  for 
examinations  to  fill  vacancies  in  promotive  classifications  are  dis- 
tributed to  all  departments  for  posting,  along  with  a sufficient  number 
of  application  forms  for  employees  eligible.  Also,  announcements  are 
posted  on  the  Civil  Service  Commission  official  bulletin  board  in 
City  Hall,  and  additional  application  forms  may  be  obtained  in  Room  52-E 
(Basement),  City  Hall.  It  is  the  employee's  responsibility  to  review 
these  announcements.  The  promotive  announcement  will  tell  you  what 
classes  are  considered  next  lower  rank  for  filing  for  the  examination 
and  what  are  the  qualifications  and  scope  of  the  examination.  At  least 
two  (2)  years  of  experience  is  usually  required  and  completion  of  the 
probationary  period  is  mandatory. 

MEDICAL  EXAMINATIONS 

Eligibles  are  required  to  pass  a medical  examination  before  certification  for 
permanent  appointment.  Eligibles  for  temporary  or  seasonal  appointments  may 
be  required  to  pass  a medical  examination  for  certification. 

Eligibles  who  do  not  pass  the  medical  are  rejected  and  this  rejection  applies 
to  any  other  eligible  list  on  which  the  eligible  has  standing. 

There  are  cases  where  conditional  appointments  are  made  of  eligibles  with 
medically  disqualifying  conditions  that  are  subject  to.  correction  within  a 
reasonable  time.  The  Civil  Service  Commission  Medical 'Center  is  located  at 
135  Polk  Street.  For  more  information  on  medical  examinations,  contact  the 
Certification  Section  of  the  Civil  Service  Personnel  Department,  Room  151, 

City  Hall,  558-2651. 


VETERAN’S  PREFERENCE 


Veterans  with  30  days  of  actual  service  during  war  time  - including  certain 
periods  where  service  medals  were  issued,  such  as  Vietnam  - may  claim  Veteran's 
Preference  of  5%  on  entrance  examinations  and  3%  on  promotional  examinations. 
Upon  passing  the  test.  Veteran's  Preference  points  will  be  added.  Veteran's 
Preference  may  be  used  for  one  entrance  and  one  promotional  examination,  but 
is  not  considered  to  be  used  until  the  appointment  is  made  and  the  veteran 
passes  the  probationary  period. 


APPOINTMENTS 


PERMANENT  - Eligibles  who  are  appointed  to  permanent  positions  which  have  been 
established  in  the  budget  by  the  Board  of  Supervisors  are  serving  under  a 
permanent  appointment.  Permanent  appointees  who  complete  the  probationary 
period  and  the  required  service  earn  sick  pay,  vacation  and  salary 
increments. 

TEMPORARY  - Some  positions  are  funded  for  temporary  periods  only  (vacation 
relief,  special  projects,  etc.)  or  may  be  filled  by  appointment  from 
"temporary  only"  eligibility  lists.  Temporary  appointment  gives  no  right 
or  preference  to  permanent  positions.  Temporary  appointees  who  complete 
the  required  service  earn  vacation  and  sick  pay  benefits  only.  Limited 
Tenure  and  Non-Civil  Service  appointments  are  sometimes  made  in  unusual 
circumstances  (weekend  replacement  of  emergency  personnel  who  become  ill, 
etc.).  Non-Civil  Service  appointment  grants  no  rights  or  benefits  to  the 
appointee. 

General  information  regarding  appointments,  including  information  about 
eligible  lists,  waivers,  withdrawal  of  waivers,  reinstatement  and  the  certifi- 
cation process,  may  be  obtained  in  the  Civil  Service  Personnel  Department, 
Certification  Section,  Room  151,  City  Hall,  558-2651. 

PROBATIONARY  PERIOD 

All  regular  Civil  Service  appointees  to  permanent  positions  serve  a six  (6) 
month  probationary  period  except  the  uniformed  ranks  of  the  Police,  Fire,  and 
Sheriff  Departments  who  serve  a probationary  period  of  one  (1)  year.  During 
the  probationary  period,  the  appointee's  work  performance  is  evaluated  in  a 
series  of  conferences  with  the  supervisor  and  prior  to  the  expiration  of  the 
probationary  period  the  department  head  recommends  permanent  appointment. 

Employees  transferring  from  one  department  to  another  serve  a new  probationary 
period. 

All  terminations  of  probationary  employees  are  reviewed  by  the  Civil  Service 
Commission. 


LAYOFF 

Occasionally,  a lack  of  work  or  funds  will  require  a layoff  of  employees. 

Layoff  of  permanent  employees  is  by  class  in  the  department  in  the  inverse 
order  of  the  date  of  regular  permanent  certification  to  the  class.  There  are 
provisions  for  permanent  enployees  facing  layoff  with  five  (5)  years  or  more 
of  continuous  permanent  service  in  the  class  and  for  employees  serving  under 
a promotive  permanent  appointment.  You  should  contact  the  Personnel  Department 
for  information  if  you  are  faced  with  the  possibility  of  being  laid  off. 

TRANSFERS 

You  may  transfer  from  one  department  to  another  in  the  same  class  subject  to 
completion  of  the  probationary  period.  A properly  completed  transfer  form 
approved  by  both  appointing  officers  must  be  filed  in  the  office  of  the  Civil 
Service  Commission  Personnel  Department.  Approval  of  the  General  Manager, 
Personnel,  must  be  obtained.  A transfer  form  may  specify  only  one  department 
and  an  employee  who  transfers  from  one  department  to  another  in  the  same  class 
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TRANSFERS  (continued) 


serves  a new  probationary  period.  Information  regarding  transfers  can  be 
obtained  in  Civil  Service  Personnel  Department,  Certification  Division, 
Room  151,  City  Hall,  558-2651. 


OUTSIDE  EMPLOYMENT 


Outside  part-time  employment  is  permitted  and  requires  the  written  approval 
of  the  department  and  the  Civil  Service  Personnel  Department.  The  outside 
employment  shall  in  no  way  interfere  with  the  employee's  regular  City  job 
and  cannot  exceed  20  hours  per  week.  Outside  employment  while  on  vacation 
or  on  sick  leave  is  not  permitted. 

Forms  for  applying  for  permission  to  engage  in  outside  employment  are  avail- 
able from  your  department's  Personnel  and  Payroll  Office  or  Civil  Service 
Personnel  Department,  Employment  Counseling,  Room  S2-D  (Basement),  City 
Hall,  558-4725. 


RE-EMPLOYMENT 

Re-employment  privileges  are  extended  to  permanent  employees  who  resign 
their  positions  were  services  have  been  satisfactory.  Employees  are 
requested  to  contact  their  department's  Personnel  Office  or  the  Civil 
Service  Personnel  Department,  Certification  Section,  Room  151,  City  Hall, 
558-2651,  for  information  on  re-employment  before  resigning. 

RESIDENCY 

Residency  requirements  for  employees  are  established  by  the  Board  of 
Supervisors  by  Ordinance.  Employees  of  the  City  and  County  may  reside 
within  thirty  (30)  airline  miles  of  City  Hall.  San  Francisco  residency 
may  be  required  of  applicants  for  certain  examinations.  Such  requirements 
are  specified  on  job  announcements.  For  further  information  on  residency, 
you  should  contact  your  personnel  office  or  the  Recruitment  and  Examination 
Section  of  the  Civil  Service  Commission  Personnel  Department. 


EMPLOYEE  RESPONSIBILITIES 


ATTENDANCE 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job.  When 
compelling  personal  reasons  require  your  absence  from  work,  you  should  request 
pennission  of  your  supervisor  in  advance.  If  illness  or  some  other  emergency 
causes  an  unplanned  absence,  you  must  notify  your  department  as  soon  as 
possible  on  the  first  day  of  absence  and  keep  him  advised  during  the  absence. 

Unauthorized  absence  or  failure  to  notify  your  department  when  you  are  unable 
to  report  to  work  can  result  in  disciplinary  action  or  termination. 

NAME  CHANGE 

In  the  event  of  name  change,  you  should  immediately  submit  a letter  in  duplicate 
to  >our  department's  Personnel  and  Payroll  Office.  Address  the  letter  to  the 
Civil  Service  Commission,  151  City  Hall,  and  give  the  following  information: 

Former  name,  classification 
Department 

New  name,  and  reason  for  change 

The  department  will  forward  the  letter  to  the  Civil  Service  Personnel  Department. 
It  is  also  required  that  you  complete  and  sign  a new  withholding  tax  form 
(Form  W-2). 


CHANGE  OF  ADDRESS 

If  you  change  address,  you  should  immediately  notify  your  department's  Personnel 
and  Payroll  Office.  IMPORTANT:  If  you  are  on  a Civil  Service  eligible  list  or 
have  a current  application  on  file,  you  should  also  notify  the  Civil  Service 
Personnel  Department,  151  City  Hall,  on  the  appropriate  "Change  of  Address" 
form.  Failure  to  do  so  may  result  in  your  missing  important  information.  If 
you  have  "Courtesy  Cards"  on  file,  you  must  file  new  cards. 

SAFETY 

Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards.  If  you 
see  an  unsafe  act  or  condition,  either  correct  it  yourself  or  report  it  to 
your  supervisor. 

Remember  that  accidents  don't  just  happen  - they  are  caused  - by  people. 

There  is  no  job  so  important  that  time  cannot  be  taken  to  do  it  safety.  What 
may  seem  like  a shortcut  might  cost  you  long  weeks  in  the  hospital. 

For  reasons  of  safety,  clothing  should  be  worn  which  is  appropriate  to  the 
type  of  work  being  performed.  This  includes  footwear. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to  yourself  or 
others. 

Should  you  be  injured  in  the  performance  of  your  work,  see  the  information  in 
this  book  "On-The-Job  Injury,"  Pages  3-4. 

TELEPHONES 

Much  business  is  conducted  over  the  telephone.  Proper  telephone  usage  is 
important.  The  impression  that  many  persons  will  have  of  City  Government  is 
influenced  by  their  telephone  contacts. 
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TELEPHONES  (continued] 


When  receiving  calls,  always: 

1.  Answer  prompt  ly . 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not  available. 

4.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1.  Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  usage  of  the  "Centrex"  system  can  be  found  in  the 
"Centrex  Telephone  Directory." 


RESIGNATION 


If  you  intend  to  resign,  you  should  give  your  department  notice  at  least  two 
weeks  in  advance  so  that  arrangements  may  be  made  to  fill  your  job.  Failure 
to  provide  reasonable  notice  can  be  considered  as  a resignation  not  in  good 
standing.  Resignation  forms  are  obtained  from  your  department's  Personnel 
Officer. 


IN  CONCLUSION 

The  members  of  the  Civil  Service  Commission  and  the  staffs  of  the  Civil  Service 
Personnel  Department,  the  Retirement  System,  the  Health  Service  System,  the 
Credit  Unions,  and  the  many  other  consultants,  individuals,  and  offices  who 
have  contributed  to  this  booklet  sincerely  hope  that  you  will  find  it  helpful 
and  informative. 

If  you  have  questions  which  are  not  answered  here  or  if  you  find  some  infor- 
mation which  is  not  clear,  ask  your  supervisor  or  your  Personnel  Office  for 
an  explanation.  In  addition,  it  would  be  beneficial  for  future  employees  if 
you  would  write  your  comments  down  and  send  them  to  the  Assistant  Secretary, 
Civil  Service  Commission,  Room  5,  City  Hall. 

If  you  experience  problems  or  if  any  difficulty  arises,  discuss  the  matter 
first  with  your  supervisors  and  your  Department  Personnel  Office.  Of  course, 
the  staff  of  the  Civil  Service  Personnel  Department  is  always  ready  to  offer 
any  advice  or  assistance  possible,  but  normally  your  department  can  assist  you. 


WELCOME  AND  GOOD  LUCK! 


$ 
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Dear  Fellow  Employee: 

Congratulations  and  welcome  as  an  employee  of  the  City 
and  County  of  San  Francisco.  Your  decision  to  join  us  as  an 
employee  of  the  people  of  San  Francisco  is  an  indication  of 
your  desire  to  help  make  our  City  a better  place  to  live. 

All  of  us  in  City  government  are  anxious  to  be  of  what- 
ever assistance  we  may  in  helping  you  to  discharge  your 
responsibilities  effectively  and  efficiently.  You  will  find 
our  demands  for  performance  to  be  high,  but  the  satisfaction 
you  will  receive  for  doing  your  job  well  is  even  higher. 

Good  luck  and  I look  forward  to  your  long  and  successful 
tenure  as  a member  of  our  City  work  force. 


layor 


City  and  County  of  San  Francisco 

CIVIL  SERVICE  COMMISSION 


151  CITY  HALL 


Joseph  C.  Tarantino 
President 


Nilliaa  Jack  Chow 
Vice  President 


Frank  N.  Alioto 
Genevieve  Powell 
Darrell  Salomon 


Bernard  Or si 

General  Manager,  Personnel 


Commissioners 


Dear  Employee: 

Congratulations  on  your  success  in  your  Civil  Service 
examination  and  welcome  as  an  employee  of  the  City  and 
County  of  San  Francisco. 

This  booklet  is  for  your  information  and  outlines  some 
of  the  basic  personnel  policies,  rules  and  procedures,  as 
well  as  summarizing  some  of  the  services  and  benefits  City 
employees  may  take  advantage  of. 

Not  every  policy,  rule  or  procedure  relating  to  personnel 
practices  is  included  and  in  cases  of  discrepancies  or  omissions, 
any  applicable  or  current  official  rule  or  regulation  always 
takes  precedence. 

Should  you  have  any  questions,  your  Supervisor  or  Departmental 
Personnel  Officer  will  be  happy  to  discuss  them  with  you. 

Please  retain  this  booklet  for  your  future  reference. 

On  behalf  of  the  Civil  Service  Commission  and  the  staff  of 
the  Personnel  Department:  Welcome  and  best  wishes  for  success! 


Personnel 
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IN  CONCLUSION 


FOR  YOUR  BENEFIT 


HOLIDAYS 

Holidays  observed  by  the  City  and  County  of  San  Francisco  for  miscellaneous 
employees  are  enumerated  in  the  Salary  Standardization  Ordinance: 


New  Year's  Day 
Lincoln's  Birthday 
Washington's  Birthday 
Memorial  Day 
Independence  Day 
Labor  Day 


Admission  Day 
Columbus  Day 
Veteran's  Day 
Thanksgiving 
Christmas 


If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is  observed  as 
a holiday.  If  any  of  these  fall  on  Saturday,  the  preceding  Friday  is  observed 
as  a holiday;  however,  offices  must  remain  open  and  staffed.  In  addition, 
the  City  will  observe  as  a holiday  any  day  so  declared  by  the  President  or 
Governor. 


PAYDAYS 

City  employees  are  paid  biweekly  (once  every  two  weeks) , Paydays  for  various 
departments  are  spread  over  several  days  in  order  to  equalize  the  processing 
of  payrolls.  Temporary  employees  are  paid  later  than  permanent  employees. 

You  should  contact  your  Departmental  Personnel  Office  or  timekeeper  to  find 
out  on  what  days  you  will  be  paid. 


PAYROLL  DEDUCTIONS 

The  following  deductions  are  mandatory  for  all  employees  who  are  members  of 
the  San  Francisco  City  Employees'  Retirement  System: 

1 . Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Social  Security 

4.  Health  Service  (see  Health  Service  System  section  of  this  handbook 

for  more  details). 

Temporary  employees  have  only  Federal  and  State  withholding  taxes  deducted. 

For  the  following  voluntary  deductions,  employees  must  sign  an  authorization 
form  which  is  obtained  from  the  department's  personnel  and  payroll  office. 

1.  • Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  United  States  Savings  Bonds 

5.  Credit  Union 

6.  United  Way 

VACATION 

The  City  provides  annual  vacations  for  all  employees.  The  following  vacation 
allowances  are  based  on  length  of  service: 

1.  10  working  days  per  year  for  the  first  five  years  of  service 

2.  15  working  days  per  year  after  five  years  service 

3.  20  working  days  per  year  after  fifteen  years  service 

The  third  and  fourth  week  of  vacation  cannot  be  taken  until  you  have  reached 

your  anniversary  date  in  your  fifth  and  fifteenth  year  of  service. 


VACATION  (continued) 


Employees  must  take  one  full  week  of  vacation  annually.  The  balance  may  be 
taken  on  an  intermittent  daily  basis  if  approved  by  the  department. 

Permanent  employees  may  accumulate  a maximum  of  thirty  (30)  working  days  of 
vacation  for  future  use. 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the 
holiday  is  not  counted  as  a vacation  day. 

Your  vacation  period  is  scheduled  by  your  department  head  with  the  intention  of 
accommodating  your  plans,  the  needs  of  the  department,  and  seniority. 

LEAVES  OF  ABSENCE 

All  leaves  of  absences  are  governed  by  the  following  general  provisions: 

1.  Leave  requests  must  be  approved  by  the  department  head. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must  be  made  on 
Civil  Service  forms. 

3.  A Civil  Service  permanent  appointee  requesting  leave  must  have  completed 
the  probationary  period. 

4.  A teiqporary  appointee  is  limited  to  leave  not  to  exceed  (10)  working  days. 

In  the  case  of  sick  leave,  the  ten  (10)  day  limitation  may  be  extended 

by  the  appointing  officer. 

Employees  may  request  any  of  the  following  types  of  leaves  of  absences: 

SICK  LEAVE  WITH  PAY  - Employees  earn  thirteen  (13)  working  days  per  year. 

Unused  sick  leave  may  he  accumulated  from  year  to  year  until  you  reach 
the  maximum  accumulation  of  one  hundred  and  thirty  (130)  working  days. 

No  sick  leave  with  pay  is  allowed  during  your  probationary  period  unless 
you  have  previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable 
to  report  for  duty  because  of  illness  and  of  the  approximate  date  of  your 
return  to  work.  You  are  reminded  that  sick  leave  protects  you  against 
loss  of  income  while  incapacitated.  Sick  leave  may  be  used: 

1.  When  you  are  unable  to  work  because  of  illness  or  injury,  not  job- 
incurred. 

2.  For  medical  or  dental  appointments. 

3.  Absence  due  to  quarantine  declared  by  the  Department  of  Public  Health 
or  other  competent  authority. 

4.  In  case  of  death  of  a member  of  your  immediate  family  or  other  relative. 

5.  For  alcoholism,  if  medically  diagnosed  by  a licensed  physician  and 
subject  to  certain  conditions. 

6.  Absence  due  to  pregnancy  or  convalescence  period  following  childbirth; 
provided  that  the  length  of  the  leave  of  absence,  including  the  date 
on  which  the  leave  shall  conmence  and  the  date  on  which  the  employee 
shall  assume  duties,  shall  be  determined  by  the  employee  and  the 
enployee's  physician. 

Members  of  your  immediate  family  include  the  following:  Mother,  mother- 

in-law,  father,  father-  in-law,  husband,  wife,  child,  brother,  or  sister, 
or  any  person  related  by  family  ties  who  is  permanently  residing  in  the 
household  of  the  employee. 

If  you  are  absent  from  your  job  more  than  five  (5)  consecutive  working 
days,  you  must  submit  a completed  Civil  Service  form  stating  the  nature 
and  duration  of  your  illness  and  signed  by  your  doctor. 

An  appointing  officer  or  department  head  may  require  you  to  furnish  a 
doctor's  verification  for  any  amount  of  absence  due  to  illness. 
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LEAVES  OF  ABSENCE  (continued) 


SICK  LEAVE  WITHOUT  PAY  - When  you  are  not  eligible  for  sick  leave  with  pay 
or  your  have  used  all  your  sick  leave  credits,  you  may  request  -sick 
leave  without  pay.  The  maximum  amount  of  sick  leave  without  pay 
depends  onyour  status,  as  follows: 

1.  Permanent  employees  - up  to  three  (3)  years  - must  be  renewed  every 
six  (6)  months. 

2.  Probationary  employees  - ten  (10)  days. 

3.  Temporary  employees  - ten  (10)  days;  may  be  extended  if  replace- 
ment is  not  necessary. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecutive 
days  requires  a doctor' s certification  on  Civil  Service  forms . These 
forms  are  obtained  from  your  department  personnel  office. 

EDUCATIONAL  LEAVE  - Leaves  for  the  purpose  of  securing  additional  education 
in  a field  related  to  an  employee's  position  may  be  granted  for  the 
period  to  complete  the  course  work.  Employees  should  contact  their 
department  personnel  office  for  information  on  educational  leaves. 

MILITARY  LEAVE  - Employees  may  be  granted  military  leaves.  Under  certain 

conditions,  employees  on  military  leave  may  receive  their  regular  salary 
or  compensation  for  a period  not  to  exceed  thirty  (30)  calendar  days. 
More  information  on  military  leaves  may  be  obtained  from  your  depart- 
ment's personnel  office. 

PERSONAL  LEAVE  - Employees  may  request  leave  for  personal  reasons.  A 
personal  leave  may  be  approved  for  a period  not  to  exceed  one  (1) 
month  for  each  six  (6)  months  of  permanent  service  up  to  a maximum  of 
nine  (9)  months'  leave. 


SOCIAL  SECURITY 

Permanent  employees  are  automatically  enrolled  in  the  Federal  Social  Security 
System.  Under  the  provisions  of  this  law,  you  have  additional  benefits  which 
include  income  for  your  survivors  in  the  event  of  your  death,  retirement  in- 
come after  age  62,  and  total  disability  benefits  at  any  age  after  five  (5) 
years  of  coverage.  A separate  Social  Security  deduction  will  be  taken  from 
your  paycheck. 

ON-THE-JOB  INJURY  AND  WORKERS'  COMPENSATION 

Any  injury  incurred  while  at  work  and  while  engaged  on  official  department 
business  is  covered  by  the  California  Workers'  Compensation  Law.  In  order 
that  you  may  receive  all  benefits  to  which  you  are  entitled  under  this  Law, 
it  is  necessary  that  the  procedure  outlined  below  be  followed: 


MEDICAL  CARE  FOR  WORK-RELATED  INJURIES/ILLNESSES: 


FRANCISCAN  TREATMENT  ROOM  - Located  at  Bush  and  Hyde,  San  Francisco  (St.  Francis 
Hospital).  This  is  your  OUTPATIENT  CLINIC  for  ALL  WORK-RELATED  injuries/ 
illnesses . 

DOCTORS  AVAILABLE  24  HOURS  - 7 DAYS  A WEEK 
To  cancel  a follow-up  appointment:  Phone  5S8-250S 

Be  certain  you  obtain  another  appointment  time. 

All  appointments  must  be  kept  until  the  doctor  discharges  you  for  return 
to  work. 

NOTIFY  your  Supervisor  BEFORE  going  to  the  FRANCISCAN  TREATMENT  ROOM. 
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ON-THE-JOB  INJURY  AND  WORKERS’  COMPENSATION  (continued) 


SEVERE  TRAUMATIC  INJURY: 

WITHIN  SAN  FRANCISCO  VICINITY  - Obtain  medical  assistance  immediately.  Phone 
a City  ambulance  on  S53-1S75  or  431-2800,  or  go  to  San  Francisco  General 
Hospital  Emergency  Center,  22nd  Street  and  Potrero  Avenue.  Have  your 
Supervisor  notified. 

OUTSIDE  SAN  FRANCISCO  - Report  to  nearest  Emergency  Hospital  for  treatment. 

Have  hospital  authorities  call  558-3826  to  verify  your  eligibility  for 
Workers'  Compensation  benefits  and  to  verify  hospital  and  physicians 
billing  information.  Have  your  Supervisor  notified  of  your  disability. 
Failure  to  notify  your  Supervisor  of  work-related  injuries/illnesses 
can  affect  your  compensation  benefits. 

YOU  MAY  GO  TO  YOUR  OWN  DOCTOR  FOR  WORK-RELATED  INJURY  OR  ILLNESS,  BUT  AT  YOUR 
OWN  EXPENSE. 

The  Retirement  System  administers  the  Workers'  Compensation  Program  for  the 
City  and  County.  INDUSTRIAL  ACCIDENTS  ARE  NOT  COVERED  BY  ANY  OF  THE  HEALTH 
SERVICE  PLANS.  For  answers  to  detailed  questions,  call  the  Compensation 
Division  558-3826,  or  visit  the  offices  located  at  1150  Bush  Street,  3rd  Floor. 

CREDIT  UNIONS 

As  employees  of  the  City  and  County  of  San  Francisco  you  are  eligible  to  join 
one  of  the  following  Credit  Unions  for  savings  and  low  cost  loans  through  pay- 
roll deduction.  Call  the  appropriate  Credit  Union  for  further  information: 

City  Employees  Credit  Union  771-5377 
Firemen  Credit  Union  776-772' 

Police  Credit  Union  564-3800 
Municipal  Railway  Credit  Union  346-6646 
Muni  Shopmen  Credit  Union  585-8830 
Recreation  and  Parks  Credit  Union  661-4652 


HEALTH  SERVICE  SYSTEM 

The  Health  Service  System  is  the  City  Department  which  has  the  responsibility 
for  providing  the  best  health  insurance  coverage  at  the  lowest  cost  for  active 
and  retired  City  employees  and  their  dependents.  The  Health  Service  Board  is 
the  policy-making  body  for  this  department.  Each  employee  must,  under  provi- 
sions of  the  Charter,  be  a member  of  one  of  the  plans  except  under  certain 
specified  circumstances.  Details  of  each  plan  are  available  at  the  Health 
Service  office.  Employees  failing  to  select  one  of  the  plans  will  be  auto- 
matically enrolled  in  Plan  I,  the  City  Administered  Plan. 

The  employee  may  claim  exenption  from  Health  Service  membership  if: 

1.  He  can  demonstrate  that  he  has  adequate  health  insurance  coverage 
from  some  other  source. 

2.  His  annual  personal  income  from  salary  alone  exceeds  a specified  level. 

3.  He  has  demonstrable  adherence  to  a recognized  religious  organization 
which  depends  upon  prayer  for  healing  in  the  practice  of  religion. 

Changes  from  one  plan  to  another,  addition  of  dependents  not  enrolled  at  the 
time  of  original  enrollment  and  claims  for  exenqption  not  made  at  the  time  of 
original  enrollment  may  only  be  made  during  a specified  annual  period  (sign-up 
period)  as  set  forth  by  the  Health  Service  Board.  Enrollment  of  newly  acquired 
dependents  through  marriage  or  birth  may  be  made  within  thirty  (30)  days  of  such 
acquisition.  The  Health  Service  office  is  located  in  City  Hall  Annex,  450 
McAllister  Street.  General  information  may  be  obtained  at  558-4322. 


RETIREMENT 


The  City  and  County  of  San  Francisco  has  a Retirement  Plan  that  provides 
benefits  to  all  permanent  and  certain  appointed  employees.  Temporary  employees 
are  not  currently  covered  by  the  plan.  The  Retirement  Plan  includes  the 
following  provisions: 

1.  Integration  of  the  City's  system  with  Federal  Old  Age  and  Survivors 
Insurance  (Social  Security) . 

2.  Pay  deductions. 

3.  Service  retirement  at  various  ages  and  with  various  retirement 
options  (mandatory  retirement  at  age  65). 

4.  Disability  retirement. 

5.  Death  benefit. 

6.  Withdrawal  of  employee  contributions  with  interest,  upon  termination 
any  by  written  request. 

7.  Vesting  (for  future  retirement  allowance),  if  you  have  $1000  of 
accumulated  contributions,  if  requested. 

No  attempt  is  made  here  to  explain  the  intricate  details  of  the  Retirement 
System  or  its  integration  with  the  Federal  Old  Age  and  Survivors  Insurance 
Program  (Social  Security).  Retirement  is  mandatory  at  age  65,  and  approxi- 
mately 60%  pension  at  age  60  with  30  years  service.  A lesser  percentage 
for  retirement  at  age  50.  The  Retirement  System  staff  will  answer  specific 
questions  you  may  have  regarding  your  retirement  plans.  For  general  infor- 
mation contact  the  Membership  Division,  Room  220,  770  Golden  Gate  Avenue 
(at  Gough),  or  phone  558-4085. 

Employees  should  visit  the  Retirement  System  offices  and  their  department 
personnel  and  payroll  office  at  least  three  months  prior  to  the  date  they 
plan  to  retire. 

EMPLOYMENT  COUNSELING 

The  Civil  Service  Personnel  Department  provides  vocational  counseling 
for  prospective  and  permanent  City  employees  who  may  be  seeking  career 
municipal  employment.  In  addition  to  career  counseling,  the  Employment 
Information  Center  also  administers  a variety  of  upgrading  programs  in- 
cluding employee  tuition  reimbursement,  in-service  promotional  training, 
external  degree  programs,  and  specialized  opportunities  such  as  a Manage- 
ment Training  Program.  The  Center  is  located  in  Room  52- E,  City  Hall 
Basement.  Individuals  seeking  counseling  are  advised  to  call  in  advance 
for  an  appointment:  558-4495. 

EMPLOYEE  REFERRAL  PROGRAM 


The  Department  of  Public  Health  provides  an  information  and  referral  service 
for  City  employees  and  their  families.  Information  on  alcoholism,  drug  abuse, 
marital  and  family  problems,  emotional  stress,  and  other  related  problems 
is  available  through  this  office.  When  requested,  an  experienced  counselor 
will  make  referrals  to  appropriate  treatment  resources.  Appointments  for 
information  and/or  assistance  can  be  made  by  telephoning  558-2236. 


PERSONNEL  ADMINISTRATION 


CLASSIFICATION 

All  permanent  positions  in  the  City  and  County  have  been  studied  and  classified 
by  the  Civil  Service  Commission  according  to  their  duties  and  responsibilities. 
Positions  which  are  essentially  similar  in  the  type  of  work  performed  and  in 
level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so  that  they 
will  be  treated  alike  for  recruitment,  examination,  transfer  and  pay. 

The  Civil  Service  Commission  assigns  positions  to  the  appropriate  classification. 
Each  class  includes  a class  number  and  descriptive  title  which  identifies  the 
occupational  group  of  the  class. 

Detailed  information  regarding  classification  matters  can  be  secured  from  your 
Personnel  Office  of  the  Civil  Service  Personnel  Department. 

SALARIES 

Aside  from  certain  craft  classes,  most  classes  of  positions  are  set  in  a salary 
range  established  by  the  Board  of  Supervisors  in  the  Salary  Standardization 
Ordinance.  When  you  are  initially  employed  your  salary  is  at  the  first  step  of 
your  range.  Upon  completion  of  the  required  service  (usually  six  months),  you 
will  be  advanced  to  the  second  step.  Your  Department  Personnel  Office  can 
explain  your  increment  schedule  to  you.  Increments  will  be  withheld  if  an 
employee  is  off  without  pay  for  more  than  1/6  of  required  service. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year  and  adjustments 
are  made  in  accordance  with  prevailing  rates  in  private  industry  in  San  Francisco 
and  public  agencies  in  the  State  of  California.  Final  authority  to  grant  salary 
and  fringe  benefit  adjustments  rests  with  the  Board  of  Supervisors. 

Salaries  of  Police  and  Fire  employees  and  Municipal  Railway  operators  are  also 
set  according  to  Charter.  Salaries  of  Municipal  and  Superior  Court  employees 
are  set  in  accordance  with  State  law. 

WORKING  HOURS 

The  normal  work  week  is  40  hours  consisting  of  five  consecutive  8-hour  days. 

Most  departments  serve  the  public  five  days  a week  from  8:00  a.m.  to  S:00  p.m. 

Some  departments  are  open  for  business  seven  days  a week  and  as  a result  there 
is  a considerable  variation  in  working  days  and  hours  depending  upon  individual 
assignments.  Your  supervisor  will  advise  you  of  your  schedule  or  change  in 
shift  or  schedule  and  of  your  eligibility  for  night  duty  differential  pay. 

All  employees  are  expected  to  observe  the  assigned  working  hours  and  to  remain 
on  the  job  except  when  absent  on  official  departmental  business.  If  a personal 
emergency  should  make  it  necessary  for  you  to  leave  before  the  end  of  the 
working  day,  ask  your  immediate  supervisor  for  persmission  to  be  absent. 

OVERTIME 

If  you  are  required,  by  your  department  head,  to  work  overtime  or  on  a holiday 
because  of  an  emergency,  you  will  be  paid  one  and  one-half  times  your  basic 
salary  for  overtime  worked  after  8 hours  per  day  or  40  hours  per  week. 

Uniformed  employees  of  the  Police  and  Fire  Departments  who  are  required  to  work 
overtime  or  on  a holiday  are  paid  straight  time  or  given  equivalent  time  off. 

Platform  employees  of  the  Municipal  Railway  who  are  required  to  work  overtime 
are  paid  one  and  one-half  times  the  basic  salary  rate. 


OVERTIME  (continued) 


Executive  and  employees  in  certain  administrative  and  supervisory  classifi- 
cations do  not  receive  pay  for  overtime,  but  accumulate  compensatory  time 
at  the  rate  of  one  and  one-half  hours  per  hour  worked  which  may  be  taken  at 
a later  date. 

JURY  DUTY 

You  should  notify  your  immediate  supervisor  as  soon  as  a jury  summons  is 
received.  Any  employee  who  is  called  on  jury  duty  for  a Municipal,  State 
or  Federal  Court  is  allowed  his  salary  less  the  amount  of  jury  fees  paid 
to  him  while  serving  as  a juror. 

It  is  necessary  that  you  obtain  from  the  Jury  Commission  or  Court  Clerk  a 
"Jury  Duty  Certificate."  This  should  be  promptly  given  to  your  Personnel 
Office  or  timekeeper  in  order  for  you  to  receive  payment. 

EXAMINATIONS 

The  Civil  Service  examination  program  is  an  essential  element  in  guaranteeing 
high  standards  for  employment.  Any  one  gaining  employment  through  this 
process  has  the  satisfaction  of  knowing  that  he  was  chosen  based  on  his 
demonstrated  ability  in  a competitive  procedure  which  was  applied  equally  to 
all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study  of  the 
duties  of  the  job.  It  may  consist  of  a written  test,  oral  interview,  agility 
performance  tests,  or  any  combination  of  these.  All  tests  are  intended 
to  rank  candidates  in  the  order  of  their  relative  qualifications  for  the  job. 

OPEN  EXAMINATIONS  - where  all  candidates  compete  on  the  same  basis,  are  held 
for  certain  entrance  level  positions.  Some  examinations  are  held  on  an 
open  and  promotional  basis.  Under  these  circumstances  all  permanent 
status  employees  who  are  successful  in  the  examination  will  be  placed 
on  a promotional  list  of  eligible  candidates  ahead  of  the  eligibility 
list  of  open  candidates.  You  may  file  a COURTESY  CARD  (request  to  be 
notified)  and  obtain  information  regarding  entrance  level  classification 
in  Room  52-E  (Basement),  City  Hall,  5S8-4495. 

PROMOTIONAL  EXAMINATIONS  - "Career  Promotional  Opportunity"  announcements  for 
examinations  to  fill  vacancies  in  promotive  classifications  are  dis- 
tributed to  all  departments  for  posting,  along  with  a sufficient  number 
of  application  forms  for  employees  eligible.  Also,  announcements  are 
posted  on  the  Civil  Service  Commission  official  bulletin  board  in 
City  Hall,  and  additional  application  forms  may  be  obtained  in  Room  52-E 
(Basement-),  City  Hall.  It  is  the  employee's  responsibility  to  review 
these  announcements.  The  promotive  announcement  will  tell  you  what 
classes  are  considered  next  lower  rank  for  filing  for  the  examination 
and  what  are  the  qualifications  and  scope  of  the  examination.  At  least 
two  (2)  years  of  experience  is  usually  required  and  completion  of  the 
probationary  period  is  mandatory. 

MEDICAL  EXAMINATIONS 

Eligibles  are  required  to  pass  a medical  examination  before  certification  for 
permanent  appointment.  Eligibles  for  temporary  or  seasonal  appointments  may 
be  required  to  pass  a medical  examination  for  certification. 

Eligibles  who  do  not  pass  the  medical  are  rejected  and  this  rejection  applies 
to  any  other  eligible  list  on  which  the  eligible  has  standing. 

There  are  cases  where  conditional  appointments  are  made  of  eligibles  with 
medically  disqualifying  conditions  that  are  subject  to  correction  within  a 
reasonable  time.  The  Civil  Service  Commission  Medical  Center  is  located  at 
135  Polk  Street.  For  more  information  on  medical  examinations,  contact  the 
Certification  Section  of  the  Civil  Service  Personnel  Department,  Room  151, 
City  Hall,  558-2651. 


VETERAN'S  PREFERENCE 


Veterans  with  30  days  of  actual  service  during  war  time  - including  certain 
periods  where  service  medals  were  issued,  such  as  Vietnam  - may  claim  Veteran's 
Preference  of  5%  on  entrance  examinations  and  3%  on  promotional  examinations. 
Upon  passing  the  test.  Veteran's  Preference  points  will  be  added.  Veteran's 
Preference  may  be  used  for  one  entrance  and  one  promotional  examination,  but 
is  not  considered  to  be  used  until  the  appointment  is  made  and  the  veteran 
passes  the  probationary  period. 


APPOINTMENTS 

PERMANENT  - Eligibles  who  are  appointed  to  permanent  positions  which  have  been 
established  in  the  budget  by  the  Board  of  Supervisors  are  serving  under  a 
permanent  appointment.  Permanent  appointees  who  complete  the  probationary 
period  and  the  required  service  earn  sick  pay,  vacation  and  salary 
increments. 

TEMPORARY  - Some  positions  are  funded  for  temporary  periods  only  (vacation 
relief,  special  projects,  etc.)  or  may  be  filled  by  appointment  from 
"temporary  only"  eligibility  lists.  Temporary  appointment  gives  no  right 
or  preference  to  permanent  positions.  Temporary  appointees  who  complete 
the  required  service  earn  vacation  and  sick  pay  benefits  only.  Limited 
Tenure  and  Non- Civil  Service  appointments  are  sometimes  made  in  unusual 
circumstances  (weekend  replacement  of  emergency  personnel  who  become  ill, 
etc.).  Non-Civil  Service  appointment  grants  no  rights  or  benefits  to  the 
appointee. 

General  information  regarding  appointments,  including  information  about 
eligible  lists,  waivers,  withdrawal  of  waivers,  reinstatement  and  the  certifi- 
cation process,  may  be  obtained  in  the  Civil  Service  Personnel  Department, 
Certification  Section,  Room  151,  City  Hall,  558-2651. 

PROBATIONARY  PERIOD 

All  regular  Civil  Service  appointees  to  permanent  positions  serve  a six  (6) 
month  probationary  period  except  the  uniformed  ranks  of  the  Police,  Fire,  and 
Sheriff  Departments  who  serve  a probationary  period  of  one  (1)  year.  During 
the  probationary  period,  the  appointee's  work  performance  is  evaluated  in  a 
series  of  conferences  with  the  supervisor  and  prior  to  the  expiration  of  the 
probationary  period  the  department  head  recommends  permanent  appointment. 

Employees  transferring  from  one  department  to  another  serve  a new  probationary 
period. 

All  terminations  of  probationary  employees  are  reviewed  by  the  Civil  Service 


LAYOFF 

Occasionally,  a lack  of  work  or  funds  will  require  a layoff  of  employees. 

Layoff  of  permanent  employees  is  by  class  in  the  department  in  the  inverse 
order  of  the  date  of  regular  permanent  certification  to  the  class.  There  are 
provisions  for  permanent  enployees  facing  layoff  with  five  (5)  years  or  more 
of  continuous  permanent  service  in  the  class  and  for  employees  serving  under 
a promotive  permanent  appointment.  You  should  contact  the  Personnel  Department 
for  information  if  you  are  faced  with  the  possibility  of  being  laid  off. 

TRANSFERS 

You  may  transfer  from  one  department  to  another  in  the  same  class  subject  to 
completion  of  the  probationary  period.  A properly  completed  transfer  form 
approved  by  both  appointing  officers  must  be  filed  in  the  office  of  the  Civil 
Service  Commission  Personnel  Department.  Approval  of  the  General  Manager, 
Personnel,  must  be  obtained.  A transfer  form  may  specify  only  one  department 
and  an  employee  who  transfers  from  one  department  to  another  in  the  same  class 


TRANSFERS  (continued) 


serves  a new  probationary  period.  Information  regarding  transfers  can  be 
obtained  in  Civil  Service  Personnel  Department,  Certification  Division, 
Room  151,  City  Hall,  558-2651. 


OUTSIDE  EMPLOYMENT 

Outside  part-time  employment  is  permitted  and  requires  the  written  approval 
of  the  department  and  the  Civil  Service  Personnel  Department.  The  outside 
employment  shall  in  no  way  interfere  with  the  employee's  regular  City  job 
and  cannot  exceed  20  hours  per  week.  Outside  employment  while  on  vacation 
or  on  sick  leave  is  not  permitted. 

Forms  for  applying  for  permission  to  engage  in  outside  employment  are  avail- 
able from  your  department's  Personnel  and  Payroll  Office  or  Civil  Service 
Employment  Counseling  Center,  Room  52-E  (Basement),  City  Hall,  558-4495. 

RE-EMPLOYMENT 

Re-employment  privileges  are  extended  to  permanent  employees  who  resign 
their  positions  where  services  have  been  satisfactory.  Employees  are 
requested  to  contact  their  department's  Personnel  Office  or  the  Civil 
Service  Personnel  Department,  Certification  Section,  Room  151,  City  Hall, 
558-2651,  for  information  on  re-employment  before  resigning. 

RESIDENCY 


Residency  requirements  for  employees  are  established  by  the  Board  of 
Supervisors  by  ordinance.  Currently,  employees  of  the  City  and  County  may 
reside  within  thirty  (30)  airline  miles  o£  City  Hall.  San  Francisco 
residency  is  normally  required  of  applicants.  All  requirements  are  speci- 
fied on  job  announcements.  For  further  information  on  residency,  you 
should  contact  your  personnel  office  or  the  Civil  Service  Commission 
Personnel  Department. 
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EMPLOYEE  RESPONSIBILITIES 


THE  EMPLOYEE'S  ROLE 

The  City  and  County  provides  many  and  varied  services  to  its  citizens.  Every 
employee  has  a specific  and  meaningful  part  to  play  in  this  mission,  either  in 
a job  with  direct  public  contact  or  in  one  which  supports  and  assists  others 
with  direct  public  contact.  You  have  been  selected  to  be  a part  of  the  public 
service  team  - it  is  expected  that  you  will  carry  out  your  assigned  duties  to 
the  best  of  your  abilities.  Always  keep  in  mind  that  your  role  is  to  serve 
the  citizens  of  San  Francisco  efficiently,  courteously  and  as  economically  as 
possible. 

ATTENDANCE 


Regular  and  prompt  attendance  is  an  important  requirement  of  your  job.  When 
compelling  personal  reasons  require  your  absence  from  work,  you  should  request 
permission  of  your  supervisor  in  advance.  If  illness  or  some  other  emergency 
causes  an  unplanned  absence,  you  must  notify  your  department  as  soon  as 
possible  on  the  first  day  of  absence  and  keep  him  advised  during  the  absence. 

Unauthorized  absence  or  failure  to  notify  your  department  when  you  are  unable 
to  report  to  work  can  result  in  disciplinary  action  or  termination. 

NAME  CHANGE 

In  the  event  of  name  change,  you  should  inmediately  submit  a letter  in  duplicate 
to  your  department's  Personnel  and  Payroll  Office.  Address  the  letter  to  the 
Civil  Service  Commission,  151  City  Hall,  and  give  the  following  information: 

Former  name,  classification 
Department 

New  name,  and  reason  for  change 

The  department  will  forward  the  letter  to  the  Civil  Service  Personnel  Department. 
It  is  also  required  that  you  complete  and  sign  a new  withholding  tax  form 
(Form  W-4). 

CHANGE  OF  ADDRESS 

If  you  change  address,  you  should  immediately  notify  your  department's  Personnel 
and  Payroll  Office.  IMPORTANT : If  you  are  on  a Civil  Service  eligible  list  or 
have  a current  application  on  file,  you  should  also  notify  the  Civil  Service 
Personnel  Department,  151  City  Hall,  on  the  appropriate  "Change  of  Address" 
form.  Failure  to  do  so  may  result  in  your  missing  important  information.  If 
you  have  "Courtesy  Cards"  on  file,  you  must  file  new  cards. 

SAFETY 

Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards.  If  you 
see  an  unsafe  act  or  condition,  either  correct  it  yourself  or  report  it  to 
your  supervisor. 

Remember  that  accidents  don't  just  happen  - they  are  caused  - by  people. 

There  is  no  job  so  important  that  time  cannot  be  taken  to  do  it  safety.  What 
may  seem  like  a shortcut  might  cost  you  long  weeks  in  the  hospital. 

For  reasons  of  safety,  clothing  should  be  worn  which  is  appropriate  to  the 
type  of  work  being  performed.  This  includes  footwear. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to  yourself  or 
others. 

Should  you  be  injured  in  the  performance  of  your  work,  see  the  information  in 
this  book  "On-The-Job  Injury,"  Pages  3-4. 


TELEPHONES 


Much  business  is  conducted  over  the  telephone.  Proper  telephone  usage  is 
important.  The  impression  that  many  persons  will  have  of  City  Government  is 
influenced  by  their  telephone  contacts. 

When  receiving  calls,  always: 

1.  Answer  promptly. 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not  available. 

4.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1.  Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  usage  of  the  "Centrex"  system  can  be  found  in  the 
"Centrex  Telephone  Directory." 


RESIGNATION 

If  you  intend  to  resign,  you  should  give  your  department  notice  at  least  two 
weeks  in  advance  so  that  arrangements  may  be  made  to  fill  your  job.  Failure 
to  provide  reasonable  notice  can  be  considered  as  a resignation  not  in  good 
standing.  Resignation  forms  are  obtained  from  your  department's  Personnel 
Officer. 

POTENTIAL  FOR  GROWTH 

Your  place  in  the  public  service  involves  not  only  responsibility  to  others, 
there  is  potential  for  you,  too.  The  City  and  County  of  San  Francisco  offers 
many  career  opportunities.  The  City  and  County  service  is  built  around  the 
merit  principle.  Promotion,  as  well  as  hiring,  takes  place  on  a competi- 
tive basis  so  that  all  candidates  for  appointment  or  promotion  have  equal 
opportunity  for  a job  or  for  advancement.  By  doing  your  best  in  your  present 
job  and  continually  preparing  for  those  jobs  ahead,  you  serve  the  public,  the 
City  and  County,  and  yourself. 


IN  CONCLUSION 

The  members  of  the  Civil  Service  Commission  and  the  staffs  of  the  Civil  Service 
Personnel  Department,  the  Retirement  System,  the  Health  Service  System,  the 
Credit  Unions,  and  the  many  other  consultants,  individuals,  and  offices  who 
have  contributed  to  this  booklet  sincerely  hope  that  you  will  find  it  helpful 
and  informative. 

If  you  have  questions  which  are  not  answered  here  or  if  you  find  some  infor- 
mation which  is  not  clear,  ask  your  supervisor  or  your  Personnel  Office  for 
an  explanation.  In  addition,  it  would  be  beneficial  for  future  employees  if 
you  would  write  your  comments  down  and  send  them  to  the  Assistant  Secretary, 
Civil  Service  Commission,  Room  5,  City  Hall. 

If  you  experience  problems  or  if  any  difficulty  arises,  discuss  the  matter 
first  with  your  supervisors  and  your  Department  Personnel  Office.  Of  course, 
the  staff  of  the  Civil  Service  Personnel  Department  is  always  ready  to  offer 
any  advice  or  assistance  possible,  but  normally  your  department  can  assist  you. 


WELCOME  AND  GOOD  LUCK! 
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PERSONNEL  ADMINISTRATION 


CLASSIFICATION 

Positions  in  the  City  and  County  have  been  classified  by  the  Civil 
Service  Commission  according  to  their  duties  and  responsibilities. 
Positions  which  are  essentially  similar  in  the  type  of  work  performed  and 
in  level  of  difficulty  and  responsibility  are  placed  in  the  same  class  so 
that  they  will  be  treated  alike  for  recruitment,  examination,  transfer 
and  pay. 

The  Civil  Service  Commission  assigns  positions  to  the  appropriate 
classification.  Each  class  includes  a class  number  and  descriptive  title 
which  identifies  the  occupational  group  of  the  class,  as  well  as  a 
summary  of  typical  duties  and  responsibilities. 

Detailed  information  regarding  classification  matters  can  be  secured  from 
your  personnel  officer  or  the  Civil  Service  Personnel  Department. 

EXAMINATIONS 

The  Civil  Service  examination  program  is  an  essential  element  in 
guaranteeing  high  standards  for  employment.  Anyone  gaining  employment 
through  this  process  has  the  satisfaction  of  knowing  that  the  appointment 
was  based  on  demonstrated  ability  in  a competitive  procedure  which  was 
applied  equally  to  all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study  of 
the  duties  of  the  job.  The  examination  may  consist  of  an  interview 
and/or  a written,  performance,  agility  test  or  other  job-related 
selection  device.  The  Examination  Announcement  identifies  the  test  being 
used.  All  tests  are  intended  to  rank  candidates  in  the  order  of  their 
relative  qualifications  for  the  job. 

Examinations  are  given  on  an  Open  (Entrance),  Promotional,  or  combination 
Open  and  Promotional  basis. 

OPEN  EXAMINATIONS 

All  candidates  compete  on  the  same  basis  for  certain  positions. 
PROMOTIONAL  EXAMINATIONS 

Only  certain  employees  of  the  City  and  County  are  eligible  to  compete  in 
these  examinations  which  are  primarily  given  for  positions  in  the  Police 
and  Fire  Departments.  The  examination  announcement  will  specify  if  that 
examination  is  being  given  on  a promotional  basis  only. 
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COMBINED  OPEN  AND  PROMOTIONAL  EXAMINATIONS 


All  successful  candidates  are  normally  ranked  on  one  list  of  eligibles. 
Consideration  (in  the  form  of  additional  points  on  an  examination)  is 
given  to  certain  employees  of  the  City  and  County  based  upon  an 
evaluation  of  their  work  performance  and  length  of  service  with  the 
City. 

A qualifying  employee  is  awarded  additional  points  (usually  a maximum 
of  60  points  above  the  candidate's  score)  after  he  or  she  has  attained 
the  passing  mark  on  the  examination.  If  you  are  taking  an  examination, 
review  the  examination  announcement  to  see  if  you  qualify  for 
additional  service  points. 

VETERAN'S  PREFERENCE 


Veteran's  preference  may  only  be  used  for  entrance  examinations.  Once 
the  veteran  has  passed  the  probationary  period,  he  or  she  no  longer 
qualifies  for  veteran's  preference  in  future  examinations.  To  qualify, 
the  veteran  must  file  for  the  particular  examination  within  ten  years 
of  final  separation  date  from  active  duty,  must  have  30  days  of  service 
prior  to  January  27,  1973,  and  must  pass  the  examination.  A copy  of 
the  relevant  Charter  Section  is  available  at  Employment  Information, 

646  Van  Ness  Avenue. 

SALARY  ADMINISTRATION 

Most  classes  of  positions  are  set  in  a salary  range  established  by  the 
Board  of  Supervisors  in  the  Salary  Standardization  Ordinance.  When  you 
are  initially  employed,  your  salary  is  at  the  first  step  of  the  range. 
Upon  completion  of  the  required  service  (usually  six  months),  permanent 
employees  will  be  advanced  to  the  second  step.  Your  departmental 
personnel  office  can  explain  your  increment  schedule  to  you. 

Increments  will  be  withheld  if  an  employee  is  off  without  pay  for  more 
than  1/6  of  required  service. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year  and 
adjustments  are  made  in  accordance  with  prevailing  rates  in  private 
industry  and  public  agencies  in  the  Bay  Area.  Final  authority  to  grant 
salary  and  fringe  adjustments  rests  with  the  Board  of  Supervisors. 

Salaries  of  Registered  Nurses,  Police  and  Fire  employees  and  Municipal 
Railway  Operators  are  also  set  according  to  Charter.  Salaries  of 
Municipal  and  Superior  Court  employees  are  set  in  accordance  with  State 
Law. 
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APPOINTMENTS 


PERMANENT  - Eligibles  who  are  appointed  to  permanent  positions  which 
have  been  established  in  the  budget  are  serving  under  permanent 
appointment.  Permanent  appointees  who  complete  the  probationary  period 
and  the  required  service  earn  sick  pay,  vacation  and  salary  increments. 


TEMPORARY  - Some  positions  are  funded  for  temporary  periods  only 
(vacation,  relief,  special  projects,  etc.)  or  may  be  filled  by 
temporary  appointment  from  eligibility  lists.  Temporary  appointment 
gives  no  right  or  preference  to  permanent  assignments.  Temporary  or 
provisional  employees  who  complete  the  required  service  earn  vacation 
and  sick  pay  benefits  only.  As-needed  employees  (emergency  or  relief 
workers)  do  not  earn  vacation  or  sick  pay  benefits.  Limited  Tenure  and 
Non-Civil  Service  (provisional)  appointments  are  sometimes  made  in 
unusual  circumstances  (weekend  replacement  of  emergency  personnel  who 
become  ill,  etc.).  These  provisional  appointments  grant  no  Civil 
Service  rights  to  the  appointee. 

General  information  regarding  appointments,  including  information  about 
eligible  lists,  waivers,  withdrawal  of  waivers,  reinstatement  and  the 
certification  process,  may  be  obtained  in  the  Civil  Service  Personnel 
Department,  Certification  Unit,  Room  52E,  City  Hall,  558-2651. 


RESIDENCE 


At  the  time  this  edition  of  the  Employee  Handbook  is  being  printed, 
there  are  no  residency  requirements  for  employees. 

MEDICAL  EXAMINATIONS 

Appointees  may  be  required  to  pass  a medical  examination  before 
commencing  employment. 

Appointees  who  do  not  pass  the  medical  examination  are  rejected  for 
employment  and  this  rejection  applies  to  any  other  eligible  list  on 
which  the  person  may  be  placed.  However,  in  some  cases,  conditional 
appointments  to  positions  may  be  made  for  appointees  with  medically 
disqualifying  conditions  that  are  subject  to  correction  within  a 
reasonable  time. 

Medical  Examinations  are  conducted  by  the  Center  for  Municipal 
Occupational  Safety  and  Health  (CMOSH)  located  in  Building  9 at  San 
Francisco  General  Hospital  Center  (see  map  attached  to  this  booklet). 
For  more  information  on  medical  examinations,  contact  the  Certification 
Unit  of  the  Civil  Service  Commission,  Room  52E,  City  Hall,  558-2651. 
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PROBATIONARY  PERIOD 


All  regular  Civil  Service  appointees  to  permanent  positions  serve 
either  a six  (6)  month  or  one  (1)  year  probationary  period.  During  the 
probationary  period,  the  appointee's  work  performance  is  evaluated  in  a 
series  of  conferences  with  the  supervisor;  and  prior  to  the  expiration 
of  the  probationary  period,  the  department  head  may  recommend  permanent 
appointment.  Probationary  periods  may  be  extended  for  certain 
absences.  Your  supervisor  will  explain  the  length  of  the  probationary 
period  and  possible  extension  to  you.  Probationary  periods  may  also  be 
shortened  by  crediting  prior  permanent  appointment  in  the  same  class. 

Employees  transferring  from  one  department  to  another  serve  a new 
probationary  period. 

Terminations  of  probationary  appointees  are  reviewed  by  the  Civil 
Service  Commission. 

FINGERPRINTING 

Fingerprinting  is  required  of  most  new  appointees.  The  Civil  Service 
Commission  will  not  authorize  your  appointment  if  you  fail  to  comply. 
Records  of  the  California  Department  of  Justice  will  be  searched  and 
conviction  records,  if  any,  obtained.  Conviction  will  be  carefully 
reviewed  by  the  Civil  Service  Commission  staff.  A conviction  does  not 
necessarily  bar  someone  from  employment;  each  case  is  given  individual 
consideration  based  on  the  job-relatedness  of  the  offense. 

TRANSFERS 

Upon  successful  completion  of  the  probationary  period,  permanent 
appointees  may  transfer  from  one  department  to  another  in  the  same 
class.  A properly  completed  transfer  form  approved  by  the  appointing 
officer  in  the  new  department  must  be  filed  in  the  new  department,  the 
current  department  and  the  Civil  Service  Commission.  A separate 
transfer  form  must  be  submitted  for  each  department  requested  and  a 
transferee  must  serve  a new  probationary  period.  Information  regarding 
transfers  may  be  obtained  in  the  Civil  Service  Certification  Unit,  Room 
52E , City  Hall , 558-2651 . 


LAYOFF 

Lack  of  work  or  lack  of  funds  may  require  the  layoff  of  employees. 
Generally,  layoffs  occur  by  job  classification  in  a department  by 
employee  status  in  inverse  order  of  seniority.  If  you  are  faced  with 
the  possibility  of  being  laid  off,  you  should  contact  your  personnel 
department.  An  informational  pamphlet  regarding  layoffs  is  available 
from  your  personnel  department  or  the  Civil  Service  Certification  Unit, 
Room  52E,  City  Hal  1 . 
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RESIGNATION 


If  you  intend  to  resign,  give  your  department  notice  at  least  two  weeks 
in  advance  so  that  arrangements  can  be  made  to  fill  your  job. 
Resignation  forms  may  be  obtained  from  your  Department's  Personnel 
Officer. 

RE-EMPLOYMENT  (REAPPOINTMENT) 


Limited  employment  privileges  are  extended  to  permanent  employees  who 
resign  their  positions  where  services  have  been  satisfactory.  Before 
resigning,  employees  are  requested  to  contact  their  department's 
personnel  office  or  the  Civil  Service  Certification  Unit,  Room  52E, 

City  Hall,  558-2651,  for  information  on  re-employment. 

THE  WORK  WEEK 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job. 
When  compelling  personal  reasons  require  your  absence  from  work,  you 
must  request  permission  of  your  supervisor  in  advance.  If  illness  or 
some  other  emergency  causes  an  unplanned  absence,  you  must  notify  your 
department  as  soon  as  possible  on  the  first  day  of  absence  and  keep  the 
department  advised  daily  during  the  absence. 

Unauthorized  absence  or  failure  to  notify  your  department  when  you  are 
unable  to  report  to  work  can  result  in  disciplinary  action  or 
termination. 

WORKING  HOURS 

The  normal  work  week  is  40  hours  consisting  of  five  consecutive  8-hour 
days.  Most  departments  serve  the  public  five  days  a week  from  8:00  to 
5:00. 


Some  departments  are  open  for  business  seven  days  a week;  and,  as  a 
result,  there  is  a considerable  variation  in  working  days  and  hours 
depending  upon  individual  assignments.  Your  supervisor  will  advise  you 
of  your  schedule  and  of  your  eligibility  for  night  duty  differential 

pay- 

All  employees  are  expected  to  observe  the  assigned  working  hours  and  to 
remain  on  the  job  except  when  absent  on  official  departmental 
business.  If  a personal  emergency  should  make  it  necessary  for  you  to 
leave  before  the  end  of  the  working  day,  ask  your  immediate  supervisor 
for  permission  to  be  absent. 

PAYDAYS 

Most  City  employees  are  paid  bi-weekly  (once  every  two  weeks).  At  this 
time,  paydays  for  various  departments  are  spread  over  several  days  in 
order  to  equalize  the  processing  of  payrolls  although  a payroll 
conversion  system  is  now  in  process  which  will  standardize  paydays  when 
fully  implemented.  You  should  contact  your  Departmental  Personnel 
Officer  or  timekeeper  to  find  out  on  what  days  you  will  be  paid. 
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OVERTIME 


If  you  are  required  by  your  department  head  to  work  overtime  because  of 
an  emergency,  please  contact  your  department's  personnel  office  for 
information  on  your  eligibility  for  overtime  pay  or  compensatory  time 
off. 


HOLIDAY  PAY 


Employees  required  to  work  on  holidays  should  contact  their 
departmental  personnel  offices  for  information  on  rates  of  pay,  in-lieu 
days  or  compensatory  time  off. 

PAYROLL  DEDUCTIONS 

The  following  deductions  are  mandatory  for  all  employees  who  are 
members  of  the  San  Francisco  City  Employees'  Retirement  System: 

1.  Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance. (SDI)  will  be  taken  for  those 
employees  in  classes  eligible  for  State  Disability  Insurance  benefits. 
For  more  information,  see  your  department's  payroll  or  personnel  office. 

At  the  present  time,  temporary  employees  have  only  Federal  and  State 
withholding  taxes  deducted  and,  in  some  cases,  health  insurance 
coverage. 

For  the  following  voluntary  deductions,  employees  must  sign  an 
authorization  form  which  is  obtained  from  the  department's  personnel 
and  payroll  office: 

1.  Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  United  States  Savings  Bonds 

5.  Credit  Union 

6.  United  Way 

7.  C.H.A.  or  E.F.C. 

8.  Approved  Dental  Plans 
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RETIREMENT 


The  City  and  County  of  San  Francisco  through  its  Retirement  System  has 
a retirement  plan  providing  benefits  to  all  eligible  permanent  and 
permanent  full-time  exempt  employees. 

The  Retirement  System's  plan  provides  the  following: 

1.  Deductions  of  7.5%  of  gross  salary  (no  deductions  are 
made  on  any  overtime  earned)  for  employees  entering  or 
reentering  city  service  on  or  after  November  2,  1976. 

2.  Service  Retirement: 

a.  Any  member  who  completes  20  years  of  service  and  is 
at  least  50  years  of  age. 

b.  Any  member  who  completes  10  years  of  service  and  is 
at  least  60  years  of  age. 

Retirees  receive  a minimum  of  1%  of  "final  average 
compensation"  for  each  year  of  service  at  age  50  to  a 
maximum  of  1.666%  of  final  average  compensation  for 
each  year  of  service  at  age  60.  Final  average 
compensation  (FAC)  means:  the  average  monthly  salary 
earned  during  the  highest  three  consecutive  years  of 
service. 

3.  Disability  Retirement: 

A minimum  of  10  years  of  service  is  required  for 
eligibility. 

4.  Death  Benefit: 

A death  benefit  equal  to  six  months  earnable  salary  is 
payable  to  the  designated  beneficiary  of  an  employee  who 
dies  while  employed  by  the  City.  In  addition,  the 
designated  beneficiary  is  entitled  to  a refund  of  all 
contributions  and  interest  in  the  decedent  member's 
retirement  account.  If  the  deceased  employee  qualified 
for  a service  retirement  on  the  date  of  death,  an 
eligible  spouse  may  elect  to  receive  a life  pension  equal 
to  50  percent  of  the  pension  the  decedent  would  have 
received,  in  lieu  of  the  six-month  salary  payment  and 
refund  of  contributions. 

5.  Withdrawal  of  employee's  contributions  with  interest  upon 
termination. 

6.  Vesting  Retirement: 

A provision  allowing  a terminated  member  who  has  at  least 
5 years  of  service  to  leave  retirement  contributions  in 
the  Retirement  System.  This  enables  a former  employee  to 
receive  a benefit  beginning  at  age  50  based  on  a City 
matching  formula.  Election  to  vest  (which  is 
irrevocable)  must  be  made  within  90  days  of  termination. 


No  attempt  is  made  here  to  explain  all  of  the  intricacies  of  our 
Retirement  System  or  its  inter-relationship  with  the  Social  Security 
program.  Our  staff  will  answer  specific  questions  concerning 
retirement  benefits.  For  more  information,  please  contact  the 
Membership  Services  Division:  1155  Market  Street  (between  Seventh  & 

Eighth  Streets).  Telephone:  558-4471. 

After  you  decide  to  retire,  you  should  telephone  the  Retirement  System 
Membership  Services  Division  to  schedule  a personal  interview  at  least 
two  months  prior  to  the  projected  date  of  retirement.  Interviews  are 
by  appointment  only.  You  should  also  contact  your  Departmental  payroll 
office  to  make  arrangements  for  payment  in  lieu  of  unused  vacation  and 
sick  leave.  The  Retirement  System  plays  no  role  in  these  matters. 

With  the  exceptions  of  jury  and/or  voting  officer  duties,  you  may  not 
be  paid  for  any  services  performed  for  the  City  on  or  after  the 
effective  date  of  your  retirement. 

HEALTH  INSURANCE  COVERAGE 


The  City  and  County  of  San  Francisco  provides  health  insurance  coverage 
through  the  Health  Service  System  for  all  permanent  employees  and  for 
all  eligible  temporary  employees  who  have  six  months  of  continuous 
service. 

Each  eligible  employee  will  select  a health  plan  from  those  currently 
offered  to  City  employees,  unless  the  employee  wishes  to  be  exempt  from 
coverage. 

The  health  plans  currently  offered  are: 

1 . City  Health  Plan 

2.  Kaiser  Foundation  Health  Plan 

3.  Children's  Hospital  Health  Plan 

4.  French  Hospital  Health  Plan 

5.  Bay  Pacific  Health  Plan 

Details  of  the  benefits  and  contribution  rates  of  each  plan  are 
available  from  the  Health  Service  System  Office. 

Eligible  dependents  of  employees  may  be  enrolled  in  the  selected  health 
plan  at  the  time  of  the  employee's  original  enrollment.  The  City  and 
County  of  San  Francisco  does  not  contribute  toward  the  cost  of  health 
insurance  for  dependents. 

After  the  initial  enrollment,  any  addition  of  dependents,  changes  from 
one  health  plan  to  another  or  a change  to  exempt  status  may  only  be 
made  during  the  annual  open  enrollment  period,  the  month  of  MAY,  with 
coverage  to  be  effective  the  following  July  1st. 
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New  dependents  acquired  through  marriage  or  birth  may,  however,  be 
added  if  enrollment  is  applied  for  within  thirty  (30)  days  of 
occurrence. 

Coverage  for  dependents  may  be  cancelled  at  any  time. 

Employees  who  go  on  authorized  leave  of  absence  without  pay  must  notify 
the  System  of  such  leave  and  continue  to  pay  their  health  insurance 
premiums  in  advance  directly  to  the  Health  Service  System  in  order  to 
maintain  coverage. 

The  Health  Service  System  office  is  located  at  1212  Market  Street. 
General  information  may  be  obtained  by  calling  558-4322. 

STATE  DISABILITY  INSURANCE 


Employees  in  classifications  represented  by  unions  which  negotiated  for 
State  Disability  Insurance  (SDI)  are  eligible  for  SDI  benefits  when 
they  incur  any  non-industrial  illness  and  (a)  have  contributed  to  SDI 
through  payroll  deductions  for  seven  (7)  months  and  (b)  have  been  under 
the  care  of  a doctor  or  practitioner  during  any  portion  of  the  first 
seven  (7)  calendar  days  of  absence.  Civil  Service  Rules  require  that 
sick  leave  with  pay  leave  credits  (sp)  be  used  to  supplement  S.D.I. 
benefits  unless  you  elect  within  seven  (7)  calendar  days  of  the  first 
day  of  absence  one  of  the  following  options: 

1.  To  supplement  SDI  benefits  with  vacation  credits 

2.  To  supplement  SDI  benefits  with  compensatory  time 

Supplemental  salary  will  be  paid  on  your  normal  bi-weekly  payday. 

This  salary,  when  added  to  the  S.D.I.  benefits  will  provide  up  to,  but 
by  law  cannot  exceed,  your  normal  bi-weekly  salary. 

For  information  regarding  the  filing  of  claims  and/or  SDI  benefits, 
telephone  the  Controller's  S.D.I.  Benefits  Unit  at  558-3092. 

UNION  DUES/AGENCY  SHOP  FEES 

Employees  in  classifications  represented  by  organizations  having 
"Agency  Shop"  agreements  with  the  City  are  required  as  a condition  of 
continued  employment  to  either  join  the  recognized  employee 
organization  or  pay  the  organization  a service  fee  in  an  amount  not  to 
exceed  the  standard  initiation  fee,  periodic  fees  and  general 
assessments  of  each  organization.  For  more  information,  contact  your 
departmental  personnel  office. 
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CREDIT  UNIONS 


As  employees  of  the  City  and  County  of  San  Francisco,  you  are  eligible 
to  join  one  of  the  following  Credit  Unions  for  savings  and  low  cost 
loans  through  payroll  deduction.  Call  the  appropriate  Credit  Union  for 
further  information: 

City  Employees  Credit  Union  775-5377 
Firemen  Credit  Union  431-0333 
Police  Credit  Union  564-3800 

Municipal  Railway  Employees  Federal  Credit  Union  469-8840 

Muni  Shopmen  Credit  Union  585-8830 

Recreation  and  Parks  Federal  Credit  Union  661-4652 

SOCIAL  SECURITY 


Permanent  employees  and  certain  other  temporary  and  provisional 
employees,  except  uniformed  members  of  the  Police  and  Fire  Departments, 
are  automatically  enrolled  in  the  Federal  Social  Security  System. 

Under  the  provisions  of  this  law,  you  have  additional  benefits  which 
include  income  for  your  survivors  in  the  event  of  your  death, 
retirement  income  after  age  62  and  total  disability  benefits  at  any  age 
after  five  (5)  years  of  coverage.  A separate  Social  Security  deduction 
will  be  taken  from  your  paycheck. 

HOLIDAYS  AND  ABSENCES 


HOLIDAYS 

Holidays  observed  by  the  City  and  County  of  San  Francisco  for 
miscellaneous  employees  are  enumerated  in  the  Salary  Standardiaztion 
Ordinance: 


New  Year's  Day 

Martin  Luther  King,  Jr.'s  Birthday 
Lincoln's  Birthday 
Washington's  Birthday 
Memorial  Day 
Independence  Day 


Labor  Day 
Admission  Day 
Columbus  Day 
Veteran's  Day 
Thanksgiving 
Christmas 


If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is 
observed  as  a holiday.  If  any  of  these  fall  on  Saturday,  the 
preceding  Friday  is  observed  as  a holiday;  however,  offices  must  remain 
open  and  staffed.  In  addition,  the  City  will  observe  as  a holiday  any 
day  declared  to  be  a holiday  by  the  Mayor  following  such  declaration  by 
the  President  or  Governor.  In  some  cases,  the  School  District  observes 
holidays  other  than  those  listed  above. 


Two  additional  days,  called  "Floating  Holidays,"  may  be  taken  at  the 
option  of  the  employee,  subject  to  the  approval  of  the  appointing 
officer  and  the  provisions  of  the  Salary  Standardization  Ordinance. 

For  further  information  regarding  the  floating  holidays,  contact  your 
personnel  office. 
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VACATION 


The  City  provides  annual  vacations  for  all  employees  who  have  completed  one 
year  or  more  of  continuous  service.  Vacation  is  accrued  and  awarded  each  pay 
period  in  accordance  with  the  following  table. 

Number  of 

Years  of  Service  Award 

1-5  .0385  x number  of  hours  worked 

after  5-15  .0577  x number  of  hours  worked 

after  15  and  over  .0770  x number  of  hours  worked 

The  additional  award  of  vacation  after  five  and  fifteen  years  will  not  be  made 
and  cannot  be  taken  until  you  have  reached  your  anniversary  date  in  your  fifth 
and  fifteenth  years  of  service.  The  maximum  vacation  awarded  in  any  12-month 
period  and  the  maximum  accumulations  permitted  are  as  follows: 

Years  of  12-month  Award  Equivalent  Number  Maximum 

Service Maximum of  Days Accumulation 

1-5  80/hours  10  320  hours(40  days) 

5-15  120/hours  15  360  hours(45  days) 

15  and  over  160/hours  20  400  hours(50  days) 

When  a holiday  falls  on  a regular  working  day  during  your  vacation,  the 
holiday  is  not  counted  as  a vacation  day.  If  you  resign  or  are  terminated 
prior  to  the  end  of  a year  in  which  you  were  entitled  to  a vacation,  and  have 

not  taken  all  of  your  vacation  in  that  year,  you  will  receive  a prorata  cash 

payment  based  on  the  number  of  hours  worked  during  the  year. 

Your  vacation  period  is  scheduled  by  your  Department  Head  with  the  intention 
of  accommodating  your  plans,  the  needs  of  the  department  and  seniority. 

LEAVES  OF  ABSENCE 

All  leaves  of  absence  are  governed  by  the  following  general  provisions: 


1.  Leave  requests  must  be  approved  by  the  department  head. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must 
be  made  on  the  prescribed  form. 

3.  A temporary  appointee  is  limited  to  leave  not  to  exceed  one 
month.  In  the  case  of  maternity  leave,  the  leave  may  be 
extended  up  to  six  months. 

Employees  may  request  any  of  the  following  types  of  leaves  of  absence: 

SICK  LEAVE  WITH  PAY  - Employees  who  work  a full  year  earn  thirteen  (13) 
working  days  per  year  (104  hours).  Unused  sick  leave  may  be  accumulated  from 
year  to  year  until  you  reach  the  maximum  accumulation  of  one  hundred  and 
thirty  (130)  working  days  (1,040  hours). 

No  sick  leave  with  pay  is  allowed  during  the  first  six  months  of  employment 
unless  you  have  previously  earned  sick  leave  credits. 
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It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable 
to  report  for  duty  because  of  illness  and  of  the  approximate  date  of 
your  return  to  work.  You  are  reminded  that  sick  leave  protects  you 
against  loss  of  income  while  incapacitated.  Sick  leave  may  be  used: 

1.  When  you  are  unable  to  work  because  of  illness  or 
injury,  not  job-incurred. 

2.  For  medical  or  dental  appointments. 

3.  Absence  due  to  quarantine  declared  by  the  Department 
of  Public  Health  or  other  authority. 

4.  In  case  of  death  of  a member  of  your  immediate  family 
or  other  relative.  (The  Civil  Service  Commission 
Rules  define  who  these  persons  are). 

5.  Absence  due  to  pregnancy  or  convalescence  period 
following  childbirth. 


If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive 
working  days,  you  must  submit  a completed  Civil  Service  form  stating 
the  nature  and  duration  of  your  illness,  signed  by  a doctor,  dentist, 
podiatrist,  licensed  clinical  psychologist  or  Christian  Science 
practitioner. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish 
a doctor's  certification  for  any  amount  of  absence  due  to  illness. 

SICK  LEAVE  WITHOUT  PAY  - When  you  are  not  eligible  for  sick  leave  with 
p~ay,  have  used  all  your  sick  leave  credits  or  do  not  wish  to  use  your 
sick  pay,  you  may  request  sick  leave  without  pay.  The  maximum  amount 
of  sick  leave  without  pay  depends  on  your  status  and  is  outlined  in 
Civil  Service  Commission  Rules. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecutive 
days  requires  a doctor's  certification  on  a Request  for  Leave  form. 
This  form  is  available  from  your  department's  personnel  office. 


EDUCATIONAL  LEAVE  - Leaves  for  the  purpose  of  securing  additional 
education  in  a field  related  to  an  employee's  position  may  be  granted 
to  permanent  employees  for  the  period  required  to  complete  the  course 
work.  Employees  should  contact  their  department's  personnel  office  for 
information  on  educational  leaves. 

MILITARY  LEAVE  - Employees  may  be  granted  military  leaves.  Under 
certain  conditions,  employees  on  military  leave  may  receive  their 
regular  salary  or  compensation  for  a period  not  to  exceed  thirty  (30) 
calendar  days.  More  information  on  military  leaves  may  be  obtained 
from  your  department's  personnel  office. 
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OTHER  LEAVES  - Employees  may  request  leave  for  personal  reasons, 
childcare,  and  for  reasons  detailed  in  the  Civil  Service  Commission 
Rules. 

JURY  DUTY 


You  should  notify  your  immediate  supervisor  as  soon  as  a jury  summons 
is  received.  Any  employee  who  is  called  to  jury  duty  for  a Municipal, 
State  or  Federal  Court  during  working  hours  is  allowed  the  regular 
salary  less  the  amount  of  jury  fees  paid  while  serving  as  a juror. 

It  is  necessary  that  you  obtain  from  the  Jury  Commission  or  Court  Clerk 
a "Jury  Duty  Certification."  This  should  be  promptly  given  to  your 
personnel  office  or  timekeeper  in  order  to  receive  your  regular  salary. 

ON-THE-JOB  INJURY  AND  WORKERS'  COMPENSATION 

Section  8.515  of  the  Charter  of  the  City  and  County  of  San  Francisco 
grants  to  the  Retirement  Board  exclusive  administration  of  the  benefit 
provisions  of  the  Workers'  Compensation  laws  of  the  State  of  California. 

In  accordance  with  the  Charter,  we  are  permissibly  self-insured  for 
Workers'  Compensation,  and  we  administer  the  benefits  provided  under 
Workers'  Compensation  through  the  Compensation  Division  of  the 
Retirement  System.  The  benefits  cover  ALL  City  and  County  employees, 
including  those  of  the  Community  College  and  School  Districts  - both 
temporary  and  permanent. 

If  you  are  injured  in  the  course  of  your  employment  or  become  ill 
because  of  the  effects  of  your  employment: 


1.  Notify  your  immediate  supervisor  so  that  the  report  of 
injury  can  be  completed  and  sent  to  the  Compensation 
Division. 

2.  If  medical  care  is  necessary,  report  immediately  to  the 
Franciscan  Treatment  Room,  1150  Bush  Street.  This  is  your 
Out-Patient  Clinic  for  work-related  injuries  or  illness. 
Medical  care  is  provided  24  hours  a day,  7 days  a week. 

In  case  of  severe  traumatic  injury  call  medical  assistance 
immediately.  Either  call  the  Emergency  Services  (911)  or  go  to  San 
Francisco  General  Hospital  Emergency  Center,  23rd  Street  ahd  Potrero 
Avenue.  If  you  are  outside  San  Francisco,  go  to  the  nearest  Emergency 
Hospital  for  treatment.  In  either  case  notify  your  supervisor  as  soon 
as  possible. 

Employees  whose  industrial  injuries  require  more  than  clinical  care  at 
the  Franciscan  Treatment  Room  are  referred  to  our  panel  of  medical 
specialists,  and  treatment  is  provided  in  the  specialists'  private 
offices. 
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We  do  not  accept  liability  for  the  expense  of  medical  treatment 
obtained  elsewhere  through  your  choice  unless  (1)  there  is  a valid 
emergency,  or  (2)  special  authorization  has  been  obtained  from  the 
Workers'  Compensation  Division  for  outside  treatment  or  (3)  you  have  a 
letter  on  file  with  the  Workers'  Compensation  Division  indicating  the 
name  and  address  of  your  personal  physician. 

Temporary  Disability  Benefits  are  paid  in  accordance  with  the  schedules 
set  by  law.  These  benefits  are  generally  less  than  your  full  salary. 
You  may,  if  you  wish,  apply  to  your  department's  payroll  section  for 
supplemental  sick  pay  benefits  authorized  in  Civil  Service  regulations 
to  make  up  the  difference  between  your  normal  salary  and  the  amount 
paid  to  you  in  Workers'  Compensation  benefits,  to  the  extent  of  your 
accumulated  sick  leave. 

Permanent  Disability  Compensation  Benefits  will  be  paid  if  the  injury 
you  sustained  results  in  a permanent  physical  impairment  that  lessens 
your  ability  to  work. 

Vocational  Rehabilitation  is  a part  of  your  Workers'  Compensation 
benefits.  If  you  are  unable  to  return  to  your  usual  job  duties  because 
of  injury,  you  may  be  entitled  to  rehabilitation  benefits  to  assist  you 
in  returning  to  work. 


The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers' 
Compensation  benefits.  The  Workers'  Compensation  Division  has  the 
responsibility  for  the  administration  of  benefits  for  cases  of 
employees  injured  in  the  course  of  employment.  If  any  question  or 
dissatisfaction  arises  with  the  handling  of  your  claim  for  Workers' 
Compensation  benefits,  call  558-3826. 


If  your  Workers'  Compensation  benefits  are  not  provided  to  your 
satisfaction,  you  have  the  right  to  apply  for  a hearing  of  your  claim 
before  the  Workers'  Compensation  Appeals  Board,  450  Golden  Gate  Avenue, 
San  Francisco,  California  94102. 

OTHER  EMPLOYEE  SERVICES  AND  RESPONSIBILITIES 
EMPLOYMENT  INFORMATION 

The  Civil  Service  Commission  provides  current  information  to 
prospective  and  present  employees  regarding  municipal  employment 
opportunities.  Current  examination  announcements  are  posted  on 
balletin  boards  located  at  Room  151,  City  Hall,  and  at  the  Employment 
Information  Service,  646  Van  Ness  Avenue,  558-4495.  A recorded  list  of 
examinations  for  which  applications  may  be  submitted  is  obtainable  by 
calling  558-4496;  this  service  is  provided  24  hours  a day,  every  day  of 
the  week  including  Saturdays,  Sundays  and  holidays. 
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COLLEGE  TRAINING  AND  TUITION  REIMBURSEMENT 


The  Civil  Service  Commission  co-sponsors  several  classroom  training 
programs  offered  at  the  Civil  Service  College  of  San  Francisco 
Community  College  District.  Class  information  is  available  by  calling 
239-3660. 

The  Commission  also  provides  limited  tuition  assistance  to  permanent 
employees  who  are  improving  current  job  skills  or  preparing  for 
promotion.  For  more  information,  call  558-5754. 

ADDITIONAL/OUTSIDE  EMPLOYMENT 

Additional  or  outside  part-time  employment  for  full-time  employees  is 
permitted  under  certain  conditions  and  requires  the  written  approval  of 
the  employee's  department  and  the  Civil  Service  Personnel  Department. 
The  additional  employment  shall  in  no  way  interfere  with  the  employee's 
regular  City  job  and  cannot  exceed  20  hours  per  week.  Outside 
employment  while  on  vacation  is  not  permitted.  Such  employment  while 
on  sick  leave  may  be  permitted  if  approval  is  secured  as  outlined  in 
Civil  Service  Commission  Rules. 

Forms  for  applying  for  permission  to  engage  in  outside  employment  are 
available  from  your  department's  personnel  and  payroll  office  or  in 
Room  52E,  City  Hall.  For  more  information,  call  558-5754. 

EMPLOYEE  ASSISTANCE  PROGRAM 


The  Department  of  Public  Health  provides  confidential  information  and 
referral  services  for  City  employees  and  their  families.  Under  this 
program,  information  is  available  on  alcoholism,  drug  abuse,  marital 
and  family  problems,  emotional  stress,  and  other  related  problems. 
Information  on  services  available  through  the  program  can  be  obtained 
at  558-5586. 

In  addition  to  the  E.A.P.,  the  following  agencies  are  available  to 
assist  employees  with  problems  in  the  above  area: 

I . Alcohol /Drug  Information  and  Referral 

1.  National  Council  on  Alcoholism  <NCA),  563-5400 

2.  Alcoholism  Information  and  Rehabilitation 
Services  (AIRS),  231-3132 

3.  Drug  Line,  751-3400 

II.  Mental  Health 

1.  Mental  Health  Information  and  Referral  Line, 
387-5100 

2.  Suicide  Prevention  Inc.,  221-1423 

III . Consultation 

1.  National  Council  on  Alcoholism  ( NCA ) , 563-5400 

2.  Community  Substance  Abuse  Services  (CSAS)  - 
Division  of  Alcohol/Drug  Programs,  558-2356 
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PERFORMANCE  APPRAISAL 


All  employees  are  entitled  to  a periodic  evaluation  of  their 
performance  of  assigned  duties.  Managers  are  required  to  prepare 
performance  appraisals  according  to  the  city-wide  system  adopted  by  the 
Civil  Service  Commission.  The  procedures  specify  two  reports  during  a 
six-month  probationary  period;  three  reports  during  a one-year 
probationary  period;  annual  reports  for  permanent  and  temporary 
employees;  and  a 90-day  report  for  non-Civil  Service  employees. 

The  purposes  of  the  appraisal  system  are  to  delineate  duties  and 
responsibilities,  to  provide  feedback  on  performance  to  employees,  to 
identify  training  needs,  to  improve  employee  effectiveness,  to  provide 
a basis  for  career  development,  and  to  assure  the  public  of  quality 
service.  Such  a system  is  an  essential  tool  for  managerial 
decision-making  and  to  assist  in  communications.  It  assures  employees 
of  having  a regular,  systematic  record  of  their  performance  and 
development. 

EMPLOYMENT  VERIFICATION 


When  providing  information  for  the  purpose  of  verifying  your 
employment,  be  certain  to  list  the  department  as  the  employer,  not  the 
City  and  County  of  San  Francisco.  Verifications  sent  to  the  Civil 
Service  Commission  will  be  forwarded  to  your  current  department.  If 
you  list  your  employer  as  ''City  and  County  of  San  Francisco"  or  "San 
Franci sco  Ci vi 1 Service,"  there  will  be  delay  while  Civil  Service 
Commission  staff  researches  to  locate  you  and  then  routes  the 
verification  request  to  your  most  recent  department.  Consider  each 
City  and  County  department  you  worked  for  as  a SEPARATE  EMPLOYER.  Be 
certain  that  a separate  request  to  verify  your  employment  goes  to  each 
department  you  worked  for. 

CHANGE  OF  ADDRESS 


If  you  change  your  address,  you  should  immediately  notify  your 
department's  personnel  and  payroll  office. 

IMPORTANT : If  you  are  on  a Civil  Service  eligible  list,  you  should 

also  notify  the  Civil  Service  Commission,  Room  52E,  City  Hall,  on  the 
appropriate  "Change  of  Address"  form.  If  you  have  a current 
application  for  examination  on  file,  please  submit  the  "Change  of 
Address"  form  to  the  Examination  Unit  at  646  Van  Ness  Avenue,  San 
Francisco,  CA  94102.  Failure  to  do  so  may  result  in  your  missing 
important  information.  It  is  also  required  that  you  complete  and  sign 
a new  withholding  tax  form  (Form  W-4). 
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CHANGE  OF  NAME 


In  the  event  of  a name  change,  you  should  immediately  notify  your 
department's  personnel  and  payroll  office  in  writing.  If  you  are  an 
eligible  on  a Civil  Service  list,  you  must  also  notify  the  Civil 
Service  Commission,  Room  52E,  City  Hall,  on  the  appropriate  form.  If 
you  have  a current  application  for  examination  on  file,  please  submit 
the  appropriate  form  to  the  Examination  Unit  at  646  Van  Ness  Avenue, 

San  Francisco,  CA  94102.  Failure  to  do  so  may  result  in  your  missing 
important  information. 

It  is  also  required  that  you  complete  and  sign  a new  withholding  tax 
form  (Form  W-4). 

SAFETY 

Safety  is  everybody's  job.  Be  alert  at  all  times  to  safety  hazards. 

If  you  see  an  unsafe  act  or  condition,  either  correct  it  yourself  or 
report  it  to  your  supervisor. 

Remember  that  accidents  don't  just  happen  - they  are  caused  by  people. 
There  is  no  job  so  important  that  time  cannot  be  taken  to  do  it 
safely.  What  may  seem  like  a shortcut  might  cost  you  long  weeks  in  the 
hospital.  For  reasons  of  safety,  clothing  and  footwear  appropriate  to 
the  type  of  work  being  performed  should  be  worn. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to 
yourself  or  others. 

Should  you  be  injured  in  the  performance  of  your  work,  see  the 
information  in  this  book  regarding  On-The-Job  Injury. 

TELEPHONES 

The  telephone  is  an  essential  part  of  conducting  business.  Proper 
telephone  usage  is  important:  the  impression  that  many  persons  have  of 

City  Government  is  influenced  by  their  telephone  contacts.  The 
following  steps  should  help  you  transact  business  in  a pleasant, 
efficient  manner: 


When  receiving  calls,  always: 

1.  Answer  promptly.  (Please  answer  by  the  third  ring.) 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not 
available. 

4.  Be  courteous  and  friendly. 


When  making  calls,  always 


1.  Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department. 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  usage  of  the  "Centrex"  system  can  be  found  in 
the  "Centrex  Telephone  Directory."  Whenever  possible  Centrex  numbers 
should  be  used.  For  long  distance  telephone  calls  within  California, 
please  use  the  more  economical  ATSS  line. 

The  telephone  must  be  used  only  for  conducting  City  and  County  business. 
POTENTIAL  FOR  GROWTH 


The  City  and  County  of  San  Francisco  offers  many  career  promotional 
opportunities  and  is  built  around  the  merit  principle.  Hiring  and 
promotion  take  place  on  a competitive  basis  so  that  all  candidates  for 
appointment  or  promotion  have  equal  opportunity  for  a job  or  for 
advancement.  By  doing  your  best  in  your  present  job  and  continually 
preparing  for  those  jobs  ahead,  you  serve  the  public,  the  City  and 
County,  and  yourself. 


WELCOME  AND  GOOD  LUCK! 
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Office  of  the  Mayor 
San  Francisco 


Dear  San  Francisco  Employee: 


art  agnos 


Welcome  to  your  new  position  with  the  City  and  County  of  San 
Francisco.  I am  sure  that  you  will  find  working  for  the  people  of 
San  Francisco  a challenging  and  rewarding  experience. 


San  Francisco  is  a unique  and  beautiful  city  and  your  work  can 
help  to  make  it  an  even  better  place  for  all  who  live  and  work  in 
our  community.  Our  city  employees  have  a long  and  proud 
tradition  of  dedication  and  commitment  to  public  service,  and  I 
am  pleased  to  welcome  you  into  our  family  of  public  employees. 

Providing  the  best  and  most  efficient  service  to  the  people  of  San 
Francisco  is  the  goal  of  all  of  City  Government.  You  will  find 
many  willing  hands  to  assist  you  in  carrying  out  your  duties.  We 
are  all  dedicated  to  serving  San  Franciscans  with  the  best  we  can 
give  and  the  city  government  is  committed  to  providing  you  with 
a working  environment  which  is  appropriate  to  meeting  your 
responsibilities. 


Again  welcome  to  your  new  position  with  the  City  and  County 
of  San  Francisco.  Please  accept  my  best  wishes  for  a long  and 
successful  tenure  with  city  government. 


Sincerely, 


kN  FRANCISCO.  CALIFORNIA  94102 
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City  and  County  of  San  Francisco  Civil  Service  Commission 


Dear  Employee: 

Congratulations  on  your  success  in  your  Civil  Service  Examina- 
tion. I am  sure  I can  speak  for  your  department  in  expressing  the 
hope  that  you  have  a long  and  successful  career  with  the  City  and 
County  of  San  Francisco. 

This  booklet  is  intended  as  an  easy  reference,  and  as  such, 
outlines  some  of  the  basic  personnel  policies,  rules  and  proce- 
dures, and  summarizes  some  of  the  services  and  benefits  provided 
to  City  employees.  Your  department’s  personnel  representative 
should  be  able  to  help  you  in  case  you  need  more  detailed 
explanations  or  information. 

Not  every  policy,  rule,  or  procedure  relating  to  personnel  prac- 
tices is  included;  and  in  cases  of  discrepancies  or  omissions,  the 
current  official  ordinance,  regulation,  Civil  Service  Commission 
Rule  or  your  department’s  policy  governs. 

If  you  should  have  any  questions,  do  not  hesitate  to  ask  your 
Supervisor  or  Departmental  Personnel  Officer.  They  will  be 
happy  to  discuss  them  with  you. 

On  behalf  of  the  Civil  Service  Commission  and  the  staff  of  the 
Personnel  Department:  Welcome  and  best  wishes  for  success! 


3 


CONTENTS 


LETTERS  OF  WELCOME  2 

INTRODUCTION  6 

AFFIRMATIVE  ACTION/ 

EQUAL  EMPLOYMENT  OPPORTUNITY 

Affirmative  Action  Policy  7 

Policy  Prohibiting  Use  of  Slurs  7 

Policy  Prohibiting  Sexual  Harassment  8 

Civil  Service  Commission  EEO  Unit.  9 

PERSONNEL  ADMINISTRATION 

Classification  10 

Examinations  10 

Open  Examinations  10 

Promotional  Examinations  10 

Combined  Entrance  & Promotional  Examinations  1 1 

Salary  Administration  12 

APPOINTMENTS  AND  EMPLOYMENT  STATUS 

Permanent  13 

Temporary  and  Provisional  13 

Medical  Examinations  13 

Fingerprinting  14 

Probationary  Period  14 

Transfers/Reassignments  14 

Layoff  15 

Resignation/Re-employment  (Reappointment)  15 

Change  of  Address/Change  of  Name  1 5 

WORK  WEEK,  COMPENSATION  AND  BENEFITS 

The  Work  Week  16 

Working  Hours  16 

Paydays  16 

Overtime  16 

Holiday  Pay  16 

Payroll  Deductions  17 

Retirement  17 

Health,  Dental  and  Disability  Insurance  Coverage  19 

State  Disability  Insurance  21 


4 


Union  Dues/Agency  Shop  Fees  21 

Credit  Unions  21 

Social  Security  22 

HOLIDAYS,  VACATION  AND  LEAVES 

Holidays  23 

Vacation  23 

Leaves  of  Absence  24 

Sick  Leave  With  Pay  25 

Sick  Leave  Without  Pay  26 

Military  Leave  26 

Jury  Duty  26 

Educational  Leave  26 

Childcare  Leave  26 

Other  Leaves  27 

HEALTH  AND  SAFETY 

Safety  28 

On-the-Job  Injury  and  Workers’  Compensation  28 

Employee  Assistance  Program  3 1 

EMPLOYEE  SERVICES  AND  RESPONSIBILITIES 

College  Training  & Tuition  Reimbursement  32 

Management  Development  (Training)  Program  32 

Performance  Appraisal  32 

Additional/Outside  Employment  33 

Employment  Verification  33 

Provisions  Relating  to  Striking  Employees  33 

Telephones  34 

How  to  Recycle  Your  Office  Paper  35 

Potential  for  Growth  35 

Civic  Center  Map  Inside 

Back 

Cover 

San  Francisco  General  Hospital  Area  Map  Back 

Cover 


Published  by  the  Civil  Service  Commission 


5 


INTRODUCTION 


Your  Employee  Handbook  outlines  some  of  the  basic  personnel 
policies,  rules  and  procedures  of  the  City.  Your  Handbook  also 
summarizes  some  of  the  services  and  benefits  the  City  provides  for  its 
employees.  Every  attempt  has  been  made  to  insure  that  the  information 
contained  in  the  Employee  Handbook  is  accurate;  however,  various 
personnel  rules,  policies,  procedures,  services  and  benefits  may  change 
after  this  booklet  has  been  published.  If  there  is  a discrepancy,  the 
most  current  personnel  rule,  policy,  procedure,  service  or  benefit  will 
control. 

This  Handbook  is  not  intended  as  an  employment  contract  between  the 
City  and  County  and  its  employees  and  does  not  create  property  or 
other  rights  in  employment.  Such  rights  are  governed  by  various  labor 
agreements,  applicable  Charter  provisions.  City  ordinances,  and  Civil 
Service  Commission  Rules. 
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AFFIRMATIVE  ACTION  / EQUAL 
EMPLOYMENT  OPPORTUNITY 


EQUAL  EMPLOYMENT  OPPORTUNITY  AND 
AFFIRMATIVE  ACTION  POLICY 

The  City  and  County  of  San  Francisco  is  committed  to  equal  employ- 
ment opportunity  and  a program  of  affirmative  action. 

It  is  the  policy  of  the  City  and  County  of  San  Francisco  to  afford  equal 
opportunity  in  employment  to  all  persons  without  discrimination  on  the 
basis  of  race,  religion,  sex,  national  origin,  ethnicity,  age,  physical 
handicap,  political  affiliation,  sexual  orientation,  color,  marital  status, 
medical  condition  (cancer-related),  or  the  conditions  Acquired  Immune 
Deficiency  Syndrome  (AIDS)  and  AIDS  Related  Complex  (ARC). 

No  person  in  the  classified  service  or  seeking  admission  thereto,  shall 
be  appointed,  reduced,  removed  or  in  any  way  favored  or  discriminated 
against  in  employment  or  opportunity  for  employment  because  of  race, 
religion,  sex,  national  origin,  ethnicity,  age,  physical  handicap  or  other 
disabilities  including  actual  or  perceived  conditions  of  AIDS,  ARC  or 
HIV  infection,  political  affiliation,  sexual  orientation,  color,  ancestry, 
marital  status  or  medical  condition  (cancer-related). 

Furthermore,  the  City  and  County  of  San  Francisco  is  committed  to  a 
strong  Affirmative  Action  Program,  to  remove  barriers  that  have 
operated  in  the  past  to  preclude  employment  opportunities  to  certain 
groups  who  have  experienced  discriminatory  practices,  and  to  increase 
the  utilization  of  the  skills  and  talents  of  minorities  and  women. 

POLICY  PROHIBITING  THE  USE  OF  SLURS  BY 
CITY  OFFICIALS  AND  EMPLOYEES 

It  is  the  policy  of  the  City  and  County  of  San  Francisco,  and  each  of  its 
officials,  employees  and  agents  acting  in  their  official  capacity,  to  treat 
all  persons  equally  and  respectfully,  and  to  refrain  from  the  willful  or 
negligent  use  of  slurs  against  any  person  on  the  basis  of  race,  color, 
creed,  national  origin,  ancestry,  age,  sex,  sexual  orientation  or  disabil- 
ity. A slur,  as  used  in  this  policy,  is  a word  or  combination  of  words 
that  by  its  very  utterance  inflicts  injury,  offers  little  opportunity  for 
response,  appeals  not  to  rational  faculties,  or  is  an  unessential  or 
gratuitous  part  of  any  exposition  of  fact  or  opinion.  All  persons  are 
entitled  by  law  to  the  right  of  equal  treatment  and  respect.  Slurs 
deprive  members  of  the  protested  groups  of  this  right  by  holding  them 
up  to  public  contempt,  ridicule,  shame,  and  disgrace  and  cause  them  to 
be  shunned,  avoided  or  injured  in  their  occupation.  By  promoting  ill 
will  and  rancor,  slurs  diminish  peace  and  order. 
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The  use  of  such  slurs  by  City  officials  or  employees  will  be  considered 
by  commissions,  departments,  agencies,  boards,  or  appointing  authori- 
ties as  prima  facie  evidence  of  the  lack  of  competence  of  said  City  offi- 
cials and  employees.  Evidence  of  usage  of  such  slurs  shall  be  entered 
in  job  performance  evaluations,  and  shall  be  considered  in  evaluating 
the  fitness  of  City  employees. 

POLICY  PROHIBITING  SEXUAL  HARASSMENT 

Sexual  harassment  of  City  employees  is  prohibited  by  the 

San  Francisco  Administrative  Code.  Sexual  harassment  is  unwanted 

and  unsolicited  sexual  overtures  and  advances. 

Behavior  which  constitutes  sexual  harassment  includes,  but  is  not 
limited  to: 

1.  verbal  harassment,  e.g.,  epithets,  derogatory  comments  or  slurs; 

2.  physical  harassment,  e.g.,  assault,  impeding  or  blocking 
movement,  gestures,  or  any  physical  interference  with  normal 
work  or  movements; 

3.  visual  forms  of  harassment,  e.g.,  derogatory  posters,  letters,  poems, 
graffiti,  cartoons  or  drawings;  or 

4.  requests  for  sexual  favors  or  unwanted  sexual  advances. 

Sexual  harassment  occurs  when  this  behavior  unreasonably 
interferes  with  work  performance,  creates  an  intimidating,  hostile 
or  offensive  working  environment,  influences  or  affects  the  career, 
salary,  working  conditions,  job,  or  other  aspects  of  career  develop- 
ment of  an  employee  or  prospective  employee,  or  is  an  explicit  or 
implicit  term  of  condition  of  employment 

The  following  behavior  by  City  officials  and  supervisory  employees 
constitutes  sexual  harassment: 

1 . failing  to  take  corrective  action  when  officials  or  supervisory 
employees  know,  or  reasonably  should  know,  that  an  employee  in 
the  line  of  supervision  is  being  subjected  to  prohibited  sexual 
harassment  on  the  job  by  anyone;  or 

2.  retaliation  against  an  employee  or  applicant  for  employment 
because  of  a complaint  that  an  employee  or  applicant  was 
subjected  to  sexual  harassment. 

The  Civil  Service  Commission’s  Discrimination  Complaint  Procedure 
is  available  for  review  and  resolution  of  allegations  of  sexual  harass- 
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ment.  City  officials  or  employees  who  are  found  to  engage  in  sexual 
harassment  are  subject  to  disciplinary  action. 


CIVIL  SERVICE  COMMISSION  EQUAL 
EMPLOYMENT  OPPORTUNITY  UNIT 

The  Civil  Service  Commission  Equal  Employment  Opportunity  (EEQ) 
Unit  works  to  increase  representation  of  minorities,  women,  disabled 
individuals  within  the  City  and  County  of  San  Francisco  Service, 
monitors  Affirmative  Action  Plans  in  City  departments,  conducts 
outreach  recruitment  efforts  in  targeted  communities  in  the  Bay  Area 
and  investigates  complaints  of  employment  discrimination. 

If  you  feel  that  your  rights  have  been  violated,  you  may  call  the  Civil 
Service  Commission  Equal  Employment  Opportunity  Unit  for  informa- 
tion and  assistance  at  554-4736,  or  5444600  (TDD)  if  you  have  a 
hearing  impairment. 
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PERSONNEL 

ADMINISTRATION 


CLASSIFICATION 

Positions  in  the  City  and  County  have  been  classified  by  the  Civil 
Service  Commission  according  to  their  duties  and  responsibilities. 
Positions  which  are  essentially  similar  in  the  type  of  work  performed 
and  in  level  of  difficulty  and  responsibility  are  placed  in  the  same  class 
so  that  they  will  be  treated  alike  for  recruitment,  examination,  transfer 
and  pay. 

The  Civil  Service  Commission  assigns  positions  to  the  appropriate 
classification.  Each  class  is  identified  by  a class  number  and  descrip- 
tive title  which  identifies  the  occupational  group  of  the  class,  as  well  as 
a summary  of  typical  duties  and  responsibilities. 

Detailed  information  regarding  classification  matters  can  be  secured 
from  your  personnel  office  or  the  Civil  Service  Commission  Classifica- 
tion Unit. 

EXAMINATIONS 

The  Civil  Service  Examination  Program  is  an  essential  element  in 
guaranteeing  high  standards  for  employment.  Anyone  gaining  employ- 
ment through  this  process  has  the  satisfaction  of  knowing  that  the 
appointment  was  based  on  demonstrated  ability  in  a competitive 
procedure  which  was  applied  equally  to  all  candidates. 

The  construction  and  content  of  each  examination  is  based  on  a study 
of  the  duties  of  the  job.  The  examination  may  consist  of  an  interview 
and/or  a written,  performance,  agility,  or  other  job-related  selection 
device.  The  Examination  Announcement  identifies  the  test(s)  being 
used.  All  tests  are  intended  to  rank  candidates  in  the  order  of  their 
relative  qualifications  for  the  job.  Candidates  must  be  guided  solely  by 
the  terms  of  the  announcements. 

Examinations  are  given  on  an  Entrance  (Open),  Promotional,  or 
combination  Entrance  and  Promotional  basis. 

Entrance  (Open)  Examinations  - All  candidates  compete  on  the  same 
basis  for  certain  positions. 

Promotional  Examinations  - Only  certain  employees  of  the  City  and 
County  arc  eligible  to  compete  in  these  examinations  which  are 
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primarily  given  for  positions  in  the  Police  and  Fire  Departments.  The 
examination  announcement  will  specify  if  that  examination  is  being 
given  on  a promotional  only  basis. 

Combined  Entrance  and  Promotional  Examinations  - All  successful 
candidates  are  normally  ranked  on  one  list  of  eligibles.  Consideration 
(in  the  form  of  additional  points  on  an  examination)  is  given  to  perma- 
nent employees  of  the  City  and  County  based  upon  an  evaluation  of 
their  work  performance  and  length  of  service  with  the  City. 

A qualifying  employee  is  awarded  additional  points  (usually  a maxi- 
mum of  60  points  above  the  candidate’s  score)  after  he  or  she  has 
attained  the  passing  mark  on  the  examination.  If  you  are  taking  an 
examination,  review  the  examination  announcement  to  see  if  you  qual- 
ify for  additional  service  points. 

The  following  information  sheets  are  available  at  the  Examination  Unit 
(646  Van  Ness  Avenue): 

Clerical  Examinations  Information 

Policy  on  Accredited  Colleges  and  Universities 

List  of  Accredited  Foreign  Colleges  and  Universities 

Applicant  Information  Regarding  Veterans  Preference 

Airest  and  Conviction  Policy 

High  School  Diploma  Substitution  Policy 

List  of  Acceptable  Documents  to  Prove  Identity  and 

Authorization  to  Work  in  the  United  States 

The  City  and  County  has  over  1600  different  job  classifications.  Each 
classification  is  tested  separately.  When  a classification  opens  for 
filing  of  applications,  a job  announcement  is  issued  which  indicates  the 
minimum  requirements  (usually  work  experience,  training  and/or 
education)  you  must  have  in  order  to  apply  for  the  job,  and  also 
indicates  the  dates  during  which  you  may  file  an  application.  The  only 
time  you  may  file  (submit)  an  application  for  a job  is  when  it  is  open 
for  filing  of  applications.  Filing  periods  vary,  so  it  is  important  that 
you  read  the  job  announcement  carefully.  Job  announcement  bulletin 
boards  are  located  outside  Room  151  in  City  Hall  and  at  646  Van  Ness 
Avenue. 

The  EXAM  HOTLINE  (telephone  number  558-4496)  is  a 24-hour 
recorded  message  that  lists  all  classes  for  which  applications  will  be 
accepted.  Since  job  announcements  are  usually  posted  on  Friday 
mornings,  we  update  the  recording  every  Thursday  at  5:00  p.m.  and 
Friday  at  4:00  p.m.  If  you  call  after  5:00  p.m.  on  Thursdays,  you  will 
know  which  classifications  will  be  opening  for  applications  on  Friday. 
If  you  have  any  questions  concerning  the  examination  process  and  you 
have  a hearing  impairment  or  are  deaf,  you  may  call  775-9484  (TDD). 
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If  you  are  interested  in  a particular  examination,  you  may  file  a 
“courtesy  card”  at  646  Van  Ness  Avenue.  When  the  classification 
opens  for  filing  of  applications,  this  card  will  be  mailed  to  you.  Cards 
are  kept  on  file  for  one  (1)  year  only. 

Disabled  applicants  are  asked  to  contact  the  Examination  Division  at 
the  telephone  number  listed  on  the  job  announcement  if  they  have 
special  needs  for  taking  an  examination. 

SALARY  ADMINISTRATION 

Most  classes  of  positions  are  set  in  a salary  range  established  by  the 
Board  of  Supervisors  in  the  Salary  Standardization  Ordinance.  When 
you  are  initially  employed,  your  salary  is  at  the  first  step  of  the  range. 
Upon  completion  of  the  required  service  (usually  six  months),  perma- 
nent employees  will  be  advanced  to  the  second  step.  Your  departmen- 
tal personnel  office  can  explain  your  increment  schedule  to  you. 
Increments  will  be  withheld  if  you  are  off  without  pay  for  more  than 
1/6  of  required  service. 

Salaries  and  fringe  benefits  are  normally  adjusted  once  a year  and 
adjustments  are  made  in  accordance  with  prevailing  rates  in  private 
industry  and  public  agencies  in  the  Bay  Area.  Final  authority  to  grant 
salary  and  fringe  adjustments  rests  with  the  Board  of  Supervisors. 

Salaries  of  Registered  Nurses,  uniformed  Police  and  Fire  employees 
and  Municipal  Railway  Operators  are  set  separately  according  to 
Charter  requirements.  Salaries  of  Municipal  and  Superior  Court 
employees  are  set  in  accordance  with  State  Law. 
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APPOINTMENTS  AND 
EMPLOYMENT  STATUS 

APPOINTMENTS 

Permanent  - Eligibles  who  are  appointed  to  permanent  positions  which 
have  been  established  in  the  budget  are  serving  under  permanent 
appointment.  Permanent  appointees  who  complete  the  probationary 
period  and  the  required  service  earn  sick  pay,  vacation,  and  salary 
increments. 

Temporary  and  Provisional  - Some  positions  are  funded  for  tempo- 
rary periods  only  (vacation,  relief,  special  projects,  etc.)  and  may  be 
filled  by  temporary  appointment  from  eligible  lists.  Provisional  (Non- 
Civil  Service  and  Limited  Tenure)  appointments  are  sometimes  made 
in  unusual  circumstances.  Provisional  appointments  grant  no  Civil 
Service  rights  nor  preference  for  permanent  appointment  to  the 
appointee.  Temporary  or  provisional  employees  who  complete  the 
required  service  earn  vacation  and  sick  pay  benefits  only.  As-needed 
employees  (emergency  or  relief  workers)  do  not  earn  vacation  or  sick 
pay  benefits. 

General  information  regarding  appointments,  including  information 
about  eligible  lists,  waivers,  withdrawal  of  waivers,  reinstatement  and 
the  certification  process,  may  be  obtained  in  the  Civil  Service  Person- 
nel Department,  Certification  Unit,  Room  52E,  City  Hall,  554-4352. 

MEDICAL  EXAMINATIONS 

You  may  be  required  to  pass  a medical  examination  as  a condition  of 
employment. 

If  you  do  not  pass  the  medical  examination  you  will  be  rejected  for 
employment  and  this  rejection  applies  to  any  other  eligible  list  on 
which  you  may  be  placed.  However,  in  some  cases,  conditional 
appointments  to  positions  may  be  made  for  appointees  with  medically 
disqualifying  conditions  that  are  subject  to  correction  within  a reason- 
able time. 

Medical  examinations  are  conducted  by  the  Center  for  Municipal 
Occupational  Safety  and  Health  (CMOSH)  located  in  Building  9 at  San 
Francisco  General  Hospital  Center  (see  map  attached  to  this  booklet). 
For  more  information  on  medical  examinations,  contact  the  Certifica- 
tion Unit  of  the  Civil  Service  Commission,  Room  52E,  City  Hall, 
554-4352. 
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FINGERPRINTING 


Fingerprinting  is  required  of  most  new  appointees.  The  Civil  Service 
Commission  will  not  authorize  your  appointment  if  you  fail  to  comply. 
Records  of  the  California  Department  of  Justice  will  be  searched  and 
conviction  records,  if  any,  obtained.  Convictions  will  be  carefully 
reviewed  by  the  Civil  Service  Commission  staff.  A conviction  does  not 
necessarily  bar  someone  from  employment;  each  case  is  given  individ- 
ual consideration  based  on  the  job-reiatedness  of  the  offense. 

PROBATIONARY  PERIOD 

All  appointments  to  a permanent  Civil  Service  position  require  that  you 
serve  either  a six  (6),  nine  (9),  or  twelve  (12)  month  probationary 
period.  During  the  probationary  period,  your  work  performance  is 
evaluated  in  a series  of  conferences  with  your  supervisor.  Prior  to  the 
expiration  of  the  probationary  period,  your  department  head  may 
recommend  permanent  appointment.  In  some  instances,  a probationary 
period  may  be  extended  depending  on  certain  types  of  absences. 

Your  supervisor  will  explain  the  length  of  the  probationary  period  and 
possible  extension  to  you.  Probationary  periods  may  also  be  shortened 
by  crediting  prior  permanent  appointment  in  the  same  class. 

If  your  probationary  period  is  terminated,  the  matter  will  be  reviewed 
by  the  Civil  Service  Commission. 

TRANSFERS/REASSIGNMENTS 

Upon  successful  completion  of  the  probationary  period,  permanent 
appointees  may  transfer  from  one  department  to  another  in  the  same 
class.  A properly  completed  transfer  form  approved  by  the  appointing 
officer  in  the  new  department  must  be  filed  in  the  new  department  and 
with  the  Civil  Service  Commission.  The  current  department  may 
require  three  (3)  weeks  notice  prior  to  your  acceptance  of  a transfer.  A 
separate  transfer  form  must  be  submitted  for  each  department  requested 
and  you  must  serve  a new  probationary  period  in  the  department  to 
which  you  have  transferred.  Information  regarding  transfers  may  be 
obtained  in  the  Civil  Service  Certification  Unit,  Room  52E,  City  Hall, 
554-4352. 

A reassignment  within  the  department  does  not  require  Civil  Service 
approval.  You  may  request  reassignment  or  the  department  may 
reassign  you.  You  should  contact  your  departmental  personnel 
representative  for  more  information. 
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LAYOFF 


Occasionally,  lack  of  work,  lack  of  funds,  displacement,  or  retrench- 
ment by  an  eligible  from  an  eligible  list  may  require  the  layoff  of 
employees.  Generally,  layoffs  occur  by  job  classification  in  a depart- 
ment by  employee  status  in  inverse  order  of  seniority.  If  you  are  faced 
with  the  possibility  of  being  laid  off,  you  should  contact  your  personnel 
department  An  informational  pamphlet  regarding  layoffs  is  available 
from  your  personnel  department  or  the  Civil  Service  Certification  Unit, 
Room  52E,  City  Hall. 

RESIGNATION/RE-EMPLOYMENT 

(REAPPOINTMENT) 

If  you  intend  to  resign,  give  your  department  notice  at  least  two  (2) 
weeks  in  advance  so  that  arrangements  can  be  made  to  replace  you. 
Resignation  forms  may  be  obtained  from  your  department’s  personnel 
office. 

Limited  re-employment  privileges  are  extended  to  permanent  employ- 
ees who  who  have  completed  their  probationary  period  and  who  have 
resigned  with  satisfactory  services.  Before  resigning,  you  are  requested 
to  contact  your  department’s  personnel  office  or  the  Civil  Service 
Certification  Unit,  Room  52E,  City  Hall,  554-4352,  for  information  on 
re-employment. 

CHANGE  OF  ADDRESS/CHANGE  OF  NAME 

If  you  change  your  address  and/or  you  name,  you  are  to  notify  your 
department’s  personnel  and  payroll  office  immediately. 

If  you  are  an  eligible  on  a Civil  Service  list,  you  must  also  notify  the 
Civil  Service  Commission  Certification  Unit,  Room  52E,  City  Hall,  on 
the  appropriate  form.  If  you  have  a current  application  for  examination 
on  file,  please  submit  the  appropriate  form  to  the  Examination  Unit  at 
646  Van  Ness  Avenue,  San  Francisco,  CA  94102.  Failure  to  do  so 
may  result  in  your  missing  important  information. 

It  is  also  required  that  you  complete  and  sign  a new  withholding  tax 
form  (Form  W-4)  when  you  change  your  name. 
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WORK  WEEK,  COMPENSATION, 
AND  BENEFITS 


THE  WORK  WEEK 

Regular  and  prompt  attendance  is  an  important  requirement  of  your  job. 
When  compelling  personal  reasons  require  your  absence  from  work, 
you  must  request  permission  of  your  supervisor  in  advance.  If  illness 
or  some  other  emergency  causes  an  unplanned  absence,  you  must 
notify  your  department  as  soon  as  possible  on  the  First  day  of  absence 
and  keep  the  department  advised  daily  during  the  absence.  Unauthor- 
ized absence  or  failure  to  notify  your  department  when  you  are  unable 
to  report  to  work  can  result  in  disciplinary  action  or  termination. 

WORKING  HOURS 

The  normal  work  week  is  40  hours  consisting  of  five  (5)  consecutive 
8-hour  days.  Most  departments  serve  the  public  five  (5)  days  a week 
from  8:00  a.m.  to  5:00  p.m. 

Some  departments  are  required  to  provide  services  twenty-four  (24) 
hours  a day  and  seven  (7)  days  a week.  As  a result,  there  is  a consider- 
able variation  in  working  days  and  hours  depending  upon  individual 
assignments.  Your  supervisor  will  advise  you  of  your  schedule  and  of 
your  eligibility  for  night  duty  differential  pay. 

All  employees  are  expected  to  observe  the  assigned  working  hours  and 
to  remain  on  the  job  except  when  absent  on  official  departmental 
business.  If  a personal  emergency  should  make  it  necessary  for  you  to 
leave  before  the  end  of  the  working  day,  ask  your  immediate  supervisor 
for  permission  to  be  absent. 

PAYDAYS 

City  employees  are  paid  bi-weekly,  every  other  Tuesday. 

OVERTIME/HOLIDAY  PAY 

If  you  arc  required  by  your  department  head  to  work  overtime  because 
of  an  emergency,  please  contact  your  department’s  personnel  office  for 
information  on  your  eligibility  for  overtime  pay  or  compensatory  time 
off. 

Employees  required  to  work  on  holidays  should  contact  their  depart- 
mental personnel  offices  for  information  on  rates  of  pay,  in-lieu  days  or 
compensatory  time  off. 
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PAYROLL  DEDUCTIONS 


The  following  deductions  are  mandatory  for  all  employees  who  are 
members  of  the  San  Francisco  City  Employees’  Retirement  System: 

1.  Withholding  Taxes  - Federal  and  State 

2.  Retirement 

3.  Health  Insurance 

4.  Social  Security  Tax 

Deductions  for  State  Disability  Insurance  (SDI)  will  be  taken  for  those 
employees  in  classes  eligible  for  State  Disability  Insurance  benefits. 
For  more  information,  see  your  personnel  office. 

At  the  present  time,  temporary  employees  have  Federal  and  State 
withholding  taxes  and  Medicare  deducted  and,  in  some  cases,  health 
insurance  coverage. 

For  the  following  voluntary  deductions,  you  must  sign  an  authorization 
form  which  is  obtained  from  your  department’s  personnel  office: 

1.  Increased  withholding  taxes 

2.  Increased  retirement  deductions 

3.  Employee  organizations  and  union  dues 

4.  Approved  dental  and  other  benefits  plans 

5.  United  States  Savings  Bonds 

6.  Credit  Union 

7.  United  Way 

8.  Environmental  Federation  of  California 

9.  Combined  Health  Appeal  of  California 

10.  The  Progressive  Way 

11.  Bay  Area  Black  United  Fund 

12.  International  Service  Agency 

13.  Deferred  Compensation 

RETIREMENT 

The  City  and  County  of  San  Francisco  through  its  Retirement  System 
provides  retirement  plan  benefits  to  all  eligible  employees. 

The  Miscellaneous  Plan  provides  the  following  to  its  members: 

1.  Deductions  of  7.5%  of  gross  salary  (no  deductions  are  made 
on  any  overtime  earned)  for  employees  entering  or  re-entering 
City  service  on  or  after  November  2, 1976;  8.0%  of  gross 
salary  (overtime  earnings  included)  for  employees  entering  or 
reentering  City  service  prior  to  November  2, 1976. 
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2.  Service  Retirement: 


A.  Eligibility: 

Any  member  who  completes  20  years  of  service  and  is  at 
least  50  years  of  age,  or 

Any  member  who  completes  10  years  of  service  and  is  at 
least  60  years  of  age. 

B.  Retirement  Allowance: 

1)  If  a member  on  or  after  November  2, 1976  - Retirees 
receive  a minimum  of  1%  of  “final  compensation”  for 
each  year  of  service  at  age  50  to  a maximum  of  1.6667% 
of  final  compensation  at  age  60.  Final  compensation 
means  the  average  monthly  salary  earned  during  the 
three  consecutive  years  of  service  in  which  his  or  her 
average  compensation  is  the  highest. 

2)  If  a member  prior  to  November  2, 1976  - Retirees 
receive  a minimum  of  1%  of  “final  compensation”  for 
each  year  of  service  at  age  50  to  a maximum  of  2%  of 
final  compensation  for  each  year  of  service  at  age  60  or 
older.  Final  compensation  means  the  average  monthly 
salary  earned  during  the  year  of  credited  service  in  which 
his  or  her  average  earned  compensation  is  highest. 

The  shortage  in  a member’s  account  due  to  his  or  her 
election  to  pay  retirement  contributions  at  the  reduced 
rate  will  affect  the  member’s  pension  amount  unless  the 
shortage  is  paid  off  before  retirement. 

3.  Disability  Retirement:  A minimum  of  10  years  of  service  is 
required  for  eligibility. 

4.  Death  Benefit:  A death  benefit  equal  to  six  months  eamable 
salary  is  payable  to  the  designated  beneficiary  of  a member 
who  dies  while  employed  by  the  City.  In  addition,  the 
designated  beneficiary  is  entitled  to  a refund  of  all  contribu- 
tions and  interest  in  the  member’s  retirement  account.  If  the 
deceased  employee  is  qualified  for  a service  retirement  on  the 
date  of  death,  and  he/she  has  designated  as  beneficiary  a 
surviving  spouse  who  was  married  to  him  or  her  for  at  least 
one  (1)  full  year  immediately  prior  to  the  date  of  his  or  her 
death,  the  spouse  may  elect  to  receive  a pension  for  life  or 
until  remarriage  equal  to  50%  of  the  pension  the  decedent 
would  have  received  had  he  been  retired  on  the  date  of  death 
in  lieu  of  the  six-month  eamable  salary  payment  and  refund  of 
contributions. 
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5.  Withdrawal  of  employee’s  contributions  with  interest  upon 
termination. 

6.  Vesting  Retirement:  A provision  allowing  a terminated 
member  who  has  at  least  5 years  of  service  to  leave  retirement 
contributions  in  the  Retirement  System.  This  election  is 
irrevocable  and  enables  a former  employee  to  receive  a benefit 
beginning  at  age  50  based  on  a City  matching  formula.  The 
election  to  vest  must  be  made  by  the  employee  within  90  days 
of  termination  of  employment 

7.  Reciprocity:  This  provision  allows  terminating  members  who 
leave  their  contributions  in  the  Retirement  System  and  join  a 
reciprocal  retirement  plan  within  six  (6)  months  to  receive  a 
retirement  allowance  from  San  Francisco  when  they  retire 
under  the  reciprocal  plan. 

No  attempt  is  made  here  to  explain  fully  all  of  the  intricacies  of  our 
Retirement  System  or  its  inter-relationship  with  the  Social  Security 
program.  Staff  will  answer  specific  questions  concerning  retirement 
benefits.  For  more  information,  please  contact  the  Membership 
Services  Division:  1155  Market  Street  (between  Seventh  & Eighth 
Streets).  Telephone:  558-4471. 

After  you  decide  to  retire,  you  should  telephone  the  Retirement  System 
Membership  Services  Division  to  schedule  a personal  interview  at  least 
three  months  prior  to  the  projected  date  of  retirement.  Interviews  are 
by  appointment  only.  You  should  also  contact  your  departmental 
payroll  office  to  make  arrangements  for  payment  in  lieu  of  unused 
vacation  and  vested  sick  leave.  The  Retirement  System  plays  no  role  in 
these  matters. 

With  the  exceptions  of  jury  and/or  voting  officer  duties,  you  may  not  be 
paid  for  any  services  performed  for  the  City  on  or  after  the  effective 
date  of  your  retirement. 


HEALTH,  DENTAL,  AND  DISABILITY 
INSURANCE  COVERAGE 

The  City  and  County  of  San  Francisco  provides  health,  disability,  and 
accident/sickness  insurance  coverage  through  the  Health  Service 
System  for  all  permanent  employees  and  for  all  eligible  temporary 
employees  who  have  six  (6)  months  of  continuous  service. 

The  City  offers  a Flexible  Benefits  Program  which  allows  an  employee 
to  pay  any  required  premiums  for  benefits  on  a pre-tax  rather  than 
after-tax  basis. 
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Each  eligible  employee  may  select  a health,  dental,  and  disability  plan 
from  those  currently  offered  to  City  employees.  The  employee  may 
select  one,  all,  or  none  of  the  benefits  offered. 

The  health  plans  currently  offered  are: 

1.  City  Health  Plan  4.  Kaiser  Foundation  Health  Plan 

2.  Bridgeway  Plan  for  Health  5.  French  Health  Plan 

3.  Bay  Pacific  Health  Plan  6.  Heals  Health  Plan 

The  dental  plans  currently  offered  are: 

1.  Colonial  Life  Dental  Plan 

2.  DentiCare  Dental  Plan 

3.  Safeguard  Dental  Plan 

The  accident  and  sickness  disability  plan  in  underwritten  by  Colonial 
Life  and  Accident  Insurance  Company. 

Details  of  the  benefits  and  contribution  rates  of  each  plan  are  available 
from  the  Health  Service  System  Office. 

Eligible  dependents  of  employees  may  be  enrolled  in  selected  benefit 
plans  at  the  time  of  the  employee’s  original  enrollment.  The  City  and 
County  of  San  Francisco  does  not  contribute  toward  the  cost  of  health 
insurance  for  dependents,  nor  does  it  contribute  toward  dental  or 
disability  coverage  for  employee. 

After  the  initial  enrollment,  any  addition  of  dependents,  changes  from 
one  health  plan  to  another,  or  a change  to  non-co vered  status  may  only 
be  made  during  the  open  enrollment  period,  the  month  of  May,  with 
coverage  to  be  effective  the  following  July  1st. 

Employees  who  go  on  authorized  leave  of  absence  without  pay  must 
notify  the  System  of  such  leave  and  continue  to  pay  any  premiums  in 
advance  directly  to  the  Health  Service  System  in  order  to  maintain 
coverage. 

Federal  law  provides  that  any  employee  (including  covered  depend- 
ents) who  terminates  employment  has  the  option  to  continue  group 
coverage  for  a period  of  up  to  eighteen  (18)  months  after  loss  of 
eligibility.  Dependents  of  an  employee  who  lose  group  coverage  be- 
cause of  divorce  or  legal  separation;  or  because  a child  loses  dependent 
eligibility  have  the  option  to  continue  coverage  through  the  employer 
for  a period  of  up  to  thirty-six  months  after  loss  of  eligibility. 

The  Health  Service  System  office  is  located  at  1212  Market  Street,  2nd 
Floor.  General  information  may  be  obtained  by  calling  the  Member- 
ship Division  558-4322. 
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STATE  DISABILITY  INSURANCE 


If  you  are  in  a classification  represented  by  a union  which  negotiated 
for  State  Disability  Insurance  (SDI),  you  are  eligible  for  SDI  benefits 
when  you  incur  any  non-industrial  illness;  and  (a)  have  contributed  to 
SDI  through  payroll  deductions  for  seven  (7)  months,  and  (b)  have 
been  under  the  care  of  a doctor  or  practitioner  during  any  portion  of  the 
first  seven  (7)  calendar  days  of  absence.  Civil  Service  Rules  require 
that  sick  leave  with  pay  leave  credits  be  used  to  supplement  SDI 
benefits  unless  you  elect  within  seven  (7)  calendar  days  of  the  first  day 
of  absence  one  of  the  following  options: 

1.  To  supplement  SDI  benefits  with  vacation  credits 

2.  To  supplement  SDI  benefits  with  compensatory  time 

Supplemental  salary  will  be  paid  on  your  normal  bi-weekly  payday. 
This  salary,  when  added  to  the  SDI  benefits  will  provide  up  to,  but  by 
law  cannot  exceed,  your  normal  bi-weekly  salary.  For  information 
regarding  the  filing  of  claims  and/or  SDI  benefits,  contact  your  payroll 
office. 

UNION  DUES/AGENCY  SHOP  FEES 

If  you  are  in  a classification  represented  by  an  organization  having 
“Agency  Shop”  agreements  with  the  City,  you  are  required  as  a 
condition  of  continued  employment  to  either  join  the  recognized 
employee  organization  or  pay  the  organization  a service  fee  in  an 
amount  not  to  exceed  the  standard  initiation  fee,  periodic  fees  and 
general  assessments  of  that  organization.  For  more  information, 
contact  your  departmental  personnel  office. 

CREDIT  UNIONS 

As  an  employee  of  the  City  and  County  of  San  Francisco,  you  are 
eligible  to  join  one  of  the  following  Credit  Unions  for  savings  and  low 
cost  loans  through  payroll  deduction.  Call  the  appropriate  Credit  Union 
for  further  information: 

City  Employees’  Credit  Union  775-5377 

Firemen  Credit  Union  553-5900 

Police  Credit  Union  564-3800 

Municipal  Railway  Employees’  Federal  Credit  Union 

469-8840 

Muni  Shopmen’s  Credit  Union  585-8830 
Recreation  and  Parks’  Federal  Credit  Union  661-4652 
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SOCIAL  SECURITY 


Permanent  employees  and  certain  other  temporary  and  provisional 
employees  who  are  members  of  the  Retirement  System,  except 
uniformed  members  of  the  Police  and  Fire  Departments,  are  automati- 
cally enrolled  in  the  Federal  Social  Security  System.  Under  the 
provisions  of  this  law,  you  have  additional  benefits  which  include 
income  for  your  survivors  in  the  event  of  your  death,  retirement  income 
after  age  62  and  total  disability  benefits  at  any  age  after  five  (5)  years 
of  coverage.  A separate  Social  Security  (FICA)  deduction  will  be 
taken  from  your  paycheck. 
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HOLIDAYS,  VACATION, 
AND  LEAVES 


HOLIDAYS 


Holidays  observed  by  the  City  and  County  of  San  Francisco  for 
miscellaneous  employees  are  enumerated  in  the  Salary  Standardization 
Ordinance: 


If  any  of  these  holidays  fall  on  Sunday,  the  Monday  following  is 
observed  as  a holiday.  If  any  of  these  holidays  fall  on  Saturday,  the 
preceding  Friday  is  observed  as  a holiday;  however,  offices  must 
remain  open  and  staffed.  In  addition,  the  City  will  observe  as  a holiday 
any  day  declared  to  be  a holiday  by  the  Mayor  following  such  declara- 
tion by  the  President  or  Governor. 

You  may  also  take  two  additional  “floating”  holidays  during  the  fiscal 
year,  (temporary  employees  will  have  to  wait  six  months  before  they 
are  eligible  to  use  floating  holidays).  Effective  July  1, 1990,  there  will 
be  three  (3)  “Floating  Holidays”.  Requests  to  use  “Floating  Holidays” 
are  subject  to  the  approval  of  the  appointing  officer  and  the  provisions 
of  the  Salary  Standardization  Ordinance. 

For  further  information  regarding  floating  holidays,  contact  your 
personnel  office. 


The  City  provides  annual  vacations  for  all  employees  who  work  a 
regular  schedule  and  who  have  completed  one  (1)  year  or  more  of 
continuous  service.  You  do  not  accrue  vacation  allowance  in  the  first 
year  of  continuous  service;  however,  at  the  end  of  one  (1)  year  of 
continuous  service,  you  shall  be  awarded  a vacation  allowance  at  the 
rate  of  .0385  of  an  hour  for  each  hour  of  paid  service  in  the  preceding 
year.  After  one  (1)  year  or  more  of  continuous  service,  vacation  is 
accrued  and  awarded  each  pay  period  in  accordance  with  the  following 
table. 


New  Year’s  Day 

Martin  Luther  King,  Jr.’s  Birthday 
Washington’s  Birthday 
Memorial  Day 
Independence  Day 
Labor  Day 


Columbus  Day 
Veteran’s  Day 
Thanksgiving 
The  Day  after 
Thanksgiving 
Christmas 


VACATION 
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Years  of  Service 


Award 


1 through  5 years  .0385  x number  of  hours  worked 

After  5-15  years  .0577  x number  of  hours  worked 

After  15  and  over  years  .0770  x number  of  hours  worked 

An  additional  vacation  entitlement  will  be  awarded  after  five  (5)  and 
fifteen  (15)  years  of  continuous  service  and  will  be  computed  at  the  rate 
of  .1924  per  hour  for  each  hour  of  paid  service  in  the  preceding  year, 
except  that  the  amount  of  the  vacation  allowance  shall  not  exceed  forty 
40  hours.  This  award  will  not  be  made  nor  can  it  be  taken  until  you 
have  reached  your  Anniversary  Date  in  your  fifth  (5th)  year  and 
fifteenth  (15th)  year. 

No  employee  shall  be  credited  with  more  than  2080  hours  of  paid 
service  in  any  twelve  (12)  month  period  for  purposes  of  computing  the 
vacation  allowance.  The  maximum  vacation  entitlement  in  any  twelve 
(12)  month  period  and  maximum  accrual  permitted  are  as  follows: 

Maximum 

12-month  Maximum 

Years  of  Service  Vacation  Entitlement  Accumulation 


1 through  5 years  80/hours  (10  days)  320  hours  (40  days) 

More  than  5 years  120/hours  (15  days)  360  hours  (45  days) 

More  than  15  years  160/hours  (20  days)  400  hours  (50  days) 

When  a holiday  falls  on  a regular  working  day  during  your  vacation, 
the  holiday  is  not  counted  as  a vacation  day.  If  you  resign  or  are 
separated  after  one  (1)  or  more  years  of  continuous  service  and  have 
not  taken  all  of  your  vacation,  you  will  be  paid  for  the  accumulated 
unused  vacation. 

Your  vacation  period  is  scheduled  by  your  Department  Head  with  the 
intention  of  accommodating  your  plans,  the  needs  of  the  department, 
and  seniority. 

LEAVES  OF  ABSENCE 

Leaves  of  absence  are  governed  by  the  following  general  provisions: 

1 . Leave  requests  must  be  submitted  to  the  Department  Head  for 
approval. 

2.  A request  for  leave  of  more  than  five  (5)  working  days  must 
be  made  on  the  prescribed  form. 
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3.  A temporary  appointee  is  limited  to  a leave  that  will  not 
exceed  one  (1)  month.  In  the  case  of  maternity  leave,  the 
leave  may  be  extended  up  to  six  (6)  months. 

As  an  employee  you  may  request  any  of  the  following  types  of  leaves 
of  absence: 

SICK  LEAVE  WITH  PAY 

If  you  work  a full  year  (2080  hours),  you  earn  thirteen  (13)  working 
days  per  year  (or  104  hours)  of  paid  sick  leave.  Unused  sick  leave  may 
be  accumulated  from  year  to  year  until  you  reach  the  maximum 
accumulation  of  one  hundred  and  thirty  (130)  working  days  (or  1,040 
hours). 

No  sick  leave  with  pay  is  allowed  during  the  first  six  (6)  months  of 
employment  unless  you  have  previously  earned  sick  leave  credits. 

It  is  your  responsibility  to  notify  your  supervisor  when  you  are  unable 
to  report  for  duty  because  of  illness  and  of  the  approximate  date  of  your 
return  to  work.  You  are  reminded  that  sick  leave  protects  you  against 
loss  of  income  while  incapacitated.  Sick  leave  may  be  used: 

1 . When  you  are  unable  to  work  because  of  illness  or  injury,  not 
job-incurred. 

2.  For  medical  or  dental  appointments. 

3.  For  absence  due  to  quarantine. 

declared  by  the  Department  of  Public  Health  or  other 
authority. 

4.  For  absence  due  to  the  death  of  a member  of  your  immediate 
family  or  other  persons  as  defined  in  the  Civil  Service 
Commission  Rules. 

5.  For  absence  due  to  pregnancy  or  convalescence  period 
following  childbirth. 

6.  For  absence  due  to  illness  or  medical  appointment  of  a 
dependent  child,  up  to  five  (5)  days  per  year. 

If  you  are  absent  from  your  job  for  more  than  five  (5)  consecutive 
working  days,  you  must  submit  to  your  supervisor  a completed  Request 
for  Leave  form  stating  the  nature  and  duration  of  your  illness,  signed  by 
a doctor,  dentist,  podiatrist,  licensed  clinical  psychologist,  Christian 
Science  practitioner  or  licensed  doctor  of  chiropractic  medicine. 

Under  certain  conditions,  a department  head  may  require  you  to  furnish 
a doctor’s  certification  for  any  amount  of  absence  due  to  illness. 
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SICK  LEAVE  WITHOUT  PAY 


When  you  are  not  eligible  for  sick  leave  with  pay  because  you  have 
used  all  your  sick  leave  credits  or  do  not  wish  to  use  your  sick  leave 
pay,  you  may  request  sick  leave  without  pay.  The  maximum  amount  of 
sick  leave  without  pay  depends  on  your  status  and  is  outlined  in  the 
Civil  Service  Commission  Rules. 

Absence  on  sick  leave  without  pay  in  excess  of  five  (5)  consecutive 
days  requires  a doctor’s  certification  on  a Request  for  Leave  form. 

This  form  is  available  from  your  department’s  personnel  office. 

MILITARY  LEAVE 

Under  certain  conditions,  you  may  be  granted  military  leave.  Employ- 
ees on  military  leave  may  receive  their  regular  salary  or  compensation 
for  a period  not  to  exceed  thirty  (30)  calendar  days.  More  information 
on  military  leaves  may  be  obtained  from  your  department’s  personnel 
office. 

JURY  DUTY 

You  must  notify  your  immediate  supervisor  as  soon  as  you  receive  a 
jury  summons.  Any  employee  who  is  called  to  jury  duty  for  a Munici- 
pal, State  or  Federal  Court  during  working  hours  is  allowed  the  regular 
salary  less  the  amount  of  jury  fees  paid  while  serving  as  a juror. 

You  must  obtain  from  the  Jury  Commission  or  Court  Clerk  a “Jury 
Duty  Certification.”  The  Jury  Duty  Certification  is  to  be  given 
promptly  to  your  personnel  office  or  timekeeper  in  order  to  receive 
your  regular  salary. 

EDUCATIONAL  LEAVE 

Leaves  for  the  purpose  of  securing  additional  education  in  a field 
related  to  your  position  may  be  granted  if  you  are  a permanent  em- 
ployee for  the  period  required  to  complete  the  course  work.  You 
should  contact  your  department  personnel  office  for  information  on 
educational  leaves. 

CHILDCARE  LEAVE 

If  you  have  completed  your  probationary  period  and  have  one  (1)  or 
more  years  of  service  in  any  status,  you  may  be  granted  up  to  one  (1) 
year  of  childcare  leave  when  becoming  a parent  of  a newly  bom  or 
legally  adopted  child.  You  may  contact  your  personnel  office  for 
information  on  childcare  leave. 
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OTHER  LEAVES 


You  may  request  leave  for  other  reasons,  such  as  personal  leave,  as 
detailed  in  the  Civil  Service  Commission  Rules. 
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HEALTH  AND  SAFETY 

SAFETY 

Safety  is  everybody’s  job.  Be  alert  at  all  times  to  safety  hazards.  If 
you  see  an  unsafe  act  or  condition,  either  correct  it  yourself  or  report  it 
to  your  supervisor. 

Remember  that  accidents  don’t  just  happen  - they  are  caused  by  people. 
There  is  no  job  so  important  that  time  cannot  be  taken  to  do  it  safely. 
What  may  seem  like  a shortcut  might  cost  you  long  weeks  in  the 
hospital.  For  reasons  of  safety,  clothing  and  footwear  appropriate  to 
the  type  of  work  being  performed  is  to  be  worn. 

Do  not  engage  in  playful  activities  which  might  result  in  injury  to 
yourself  or  others. 

ON-THE-JOB  INJURY  AND  WORKERS’ 
COMPENSATION 

The  Retirement  System  administers  the  benefit  provisions  of  the 
Workers’  Compensation  Laws  of  the  State  of  California. 

San  Francisco  is  self-insured  for  Workers’  Compensation  and  admini- 
sters the  benefits  through  the  Compensation  Division  of  the  Retirement 
System.  The  benefits  cover  ALL  City  and  County  employees,  includ- 
ing those  of  the  Community  College  and  Unified  School  District  - both 
temporary  and  permanent 

How  to  report  your  Injury: 

If  an  injury  arises  out  of  and  in  the  course  of  your  employment  you  are 
to  report  the  injury  to  your  supervisor  immediately  as  outlined  below: 

Initial  Report: 

1.  Under  State  law  you  must  file  your  claim  within  one  (1)  year 
from  the  date  of  an  accident  or  within  one  (1)  year  from  the  date 
that  you  have  been  advised  by  a physician  that  you  have  sustained 
an  occupational  injury. 

2.  Prompt  reporting  assures  that  your  injury  will  receive  ade- 
quate medical  attention  and  that  other  applicable  benefits  will  be 
provided  on  a timely  basis. 

3.  Your  immediate  supervisor  must  be  notified  of  any  industrial 
incident  and  will  be  responsible  for  following  through  on  further 
reporting  requirements. 
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When  to  Report: 


1.  When  there  has  been  a specific  event  which  results  in  injury, 
you  are  required  to  report  the  incident  immediately  to  your  super- 
visor. In  all  cases  your  injury  is  to  be  reported  by  the  end  of  your 
scheduled  work  shift 

2.  If  you  are  uncertain  as  to  any  specific  event  but  have  reason  to 
believe  that  symptoms  are  related  to  on-the-job  exposure,  you  are 
to  report  the  symptoms  and  suspicion  of  industrial  causation  to 
your  supervisor  immediately.  In  no  event  should  the  injury  be 
reported  later  than  after  the  start  of  your  next  scheduled  shift. 

The  supervisor  is  required  to  complete  an  Employer’s  Report  on 
Occupational  Injury  or  Illness  (F-2)  for  any  injury  or  occupational 
disease  that  an  employee  reports  as  the  result  of  their  job  and  meets  the 
criteria  for  reporting  as  outlined  on  the  top  of  the  F-2.  The  remarks 
section  on  the  back  of  the  F-2  Form  should  be  used  for  comments. 

You  cannot  complete  or  sign  your  own  F-2.  The  Department  keeps  a 
copy  in  its  file. 

The  instructions  on  the  top  of  the  F-2  Form  are  as  follows: 

California  law  requires  an  employer  to  report  within  five  days  every 
industrial  injury  or  occuptional  disease  which:  (a)  Results  in  lost  time 
beyond  the  day  of  injury,  or  (b)  requires  medical  treatment  other  than 
first  aid.  PLEASE  NOTE:  In  addition,  if  death  results  or  if  the 
injury  or  illness:  (a)  requires  inpatient  hospitalization  of  more  than 
24  hours  or  other  than  medical  observation;  (b)  results  in  loss  of  any 
member  of  the  body;  or  (c)  produces  any  degree  of  permanent 
disfigurement,  the  nearest  district  office  of  the  California  Division  of 
Occupational  Safety  and  Health  must  be  notified  immediately  by 
telephone  or  telegraph.  This  notification  is  not  required,  however,  if 
the  injury  or  death  results  from  an  accident  on  a public  street  or 
highway. 

Please  note  that  the  F-2  does  not  have  to  be  completed  for  any  injury 
where  only  first  aid  is  provided.  An  example  would  be  a band  aid  for  a 
cut.  If  the  first  aid  treatment  requires  medical  services  that  will  require 
payment  of  the  medical  provider,  an  F-2  Form  is  required. 

Medical  Treatment: 

If  medical  care  is  necessary,  you  are  to  report  immediately  to  the 
FRANCISCAN  TREATMENT  ROOM,  Saint  Francis  Memorial 
Hospital,  1 150  Bush  Street,  San  Francisco.  The  Franciscan  Treatment 
Room  is  open  8:00  a.m.  to  5:00  p.m.  Monday  - Friday.  If  your  injury 
occurs  outside  the  above  time  periods,  report  to  the  Emergency 
Treatment  Room  at  St  Francis. 

29 


In  case  of  severe  traumatic  injury  call  for  medical  assistance  immedi- 
ately. Call  Emergency  Services  (911).  If  you  are  outside 
San  Francisco,  go  to  the  nearest  Emergency  Hospital  for  treatment. 
Notify  your  supervisor  as  soon  as  possible. 

If  you  are  an  employee  of  San  Francisco  General  Hospital  go  directly 
to  the  Hospital’s  emergency  service  or  employee  health  center  as 
directed  by  your  supervisor. 

If  your  industrial  injury  requires  more  than  clinical  care  at  the  Francis- 
can Treatment  Room,  you  will  be  referred  to  our  panel  of  medical 
specialists,  and  treatment  will  be  provided  in  the  specialists’  private 
office. 

The  Retirement  System  does  not  accept  liability  for  the  expense  of 
medical  treatment  obtained  elsewhere  through  your  choice  unless:  1) 
there  is  a valid  emergency,  2)  special  authorization  has  been  obtained 
from  the  Workers’  Compensation  Division  for  outside  treatment,  or  3) 
you  have  a letter  on  file  with  the  Workers’  Compensation  Division, 
indicating  the  name  and  address  of  your  personal  physician. 

Benefits: 

Temporary  disability  benefits  are  paid  in  accordance  with  schedules  set 
by  State  law.  These  benefits  are  generally  less  than  your  full  salary. 

You  may,  if  you  wish,  apply  to  your  department’s  payroll  section  for 
supplemental  sick  pay  benefits  authorized  in  Civil  Service  regulations 
to  make  up  the  difference  between  your  normal  salary  and  the  amount 
paid  to  you  in  Workers’  Compensation  benefits.  The  extent  to  which 
this  is  possible  will  depend  on  the  amount  of  your  accumulated  sick 
leave. 

Permanent  Disability  Compensation  Benefits  will  be  paid  if  the  injury 
you  sustained  results  in  a permanent  physical  impairment  that  lessens 
your  ability  to  work. 

Vocational  Rehabilitation  is  a part  of  your  Workers’  Compensation 
benefits.  If  you  are  unable  to  return  to  your  usual  job  duties  because  of 
injury,  you  may  be  entitled  to  rehabilitation  benefits  to  assist  you  in  re- 
turning to  work. 

Further  Assistance: 

The  City  and  County  of  San  Francisco  bears  the  entire  cost  of  Workers’ 
Compensation  benefits.  The  Workers’  Compensation  Division  has  the 
responsibility  for  the  administration  of  benefits  for  employees  injured 
in  the  course  of  employment.  If  any  question  arises  with  the  handling 
of  your  claim  for  Workers’  Compensation  Benefits,  call  558-3826. 
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Fbr  additional  information,  you  may  contact  the  Information  and 
Assistance  Officer  of  the  State  Division  of  Industrial  Accidents  by 
calling  (405)  557-1954  or  by  writing  to:  I & A Officer,  525  Golden 
Gate  Avenue,  Room  100-C,  San  Francisco,  CA  94102. 


EMPLOYEE  ASSISTANCE  PROGRAM  (E.A.P.) 

The  Department  of  Public  Health  provides  confidential  information  and 
referral  services  for  City  employees  and  their  families.  Under  this 
program,  information  is  available  on  alcoholism,  drug  abuse,  marital 
and  family  problems,  emotional  stress,  and  other  related  problems. 
Information  on  services  available  through  the  program  can  be  obtained 
at  558-5586. 

In  addition  to  the  Employee  Assistance  Program  (E.A.P.),  the  following 
agencies  are  available  to  assist  employees  with  problems  in  the 
following  areas: 

I.  AIcohoL/Drug  Information  and  Referral 

1.  National  Council  on  Alcoholism  (NCA),  861-4000 

2.  Alcoholism  Information  and  Rehabilitation  Services 
(AIRS),  231-3132 

3.  Drug  Line,  752-3400 

II.  Mental  Health 

1 . Mental  Health  Information  and  Referral  Line,  387-5 100 

2.  Suicide  Prevention  Inc.,  221-1423 

HI.  Consultation 

1.  National  Council  on  Alcoholism  (NCA),  861-4000 

2.  Community  Substance  Abuse  Services  (CSAS)  - 
Division  of  Alcohol/Drug  Programs,  255-3500 


31 


EMPLOYEE  SERVICES  AND 
RESPONSIBILITIES 


COLLEGE  TRAINING  AND  TUITION 
REIMBURSEMENT 

The  Civil  Service  Commission  co-sponsors  several  classroom  training 
programs  offered  at  the  Civil  Service  College  of  San  Francisco  Com- 
munity College  District.  Class  information  is  available  by  calling 
239-3660. 

The  Commission  also  provides  limited  tuition  assistance  to  permanent 
employees  who  are  improving  current  job  skills  or  preparing  for 
promotion.  For  more  information,  call  554-4726. 

MANAGEMENT  DEVELOPMENT  (TRAINING) 
PROGRAM 

The  Management  Development  (Training)  Unit  provides  in-service 
management  training  programs  for  executives,  mid-managers,  and  line 
supervisors.  Workshops  are  offered  throughout  the  year  and  are  funded 
through  the  Central  Management  Training  Fund.  Interested  managers 
may  call  the  Management  Development  (Training)  Unit  at  554-4727 
for  a listing  of  current  workshops  and  for  scheduling  information. 

PERFORMANCE  APPRAISAL 

You  are  entitled  to  a periodic  evaluation  of  your  performance  of 
assigned  duties.  Managers  are  required  to  prepare  performance  ap- 
praisals according  to  the  city-wide  system  adopted  by  the  Civil  Service 
Commission.  The  procedures  specify  two  reports  during  a six-month 
probationary  period;  three  reports  during  a one-year  probationary 
period;  and  annual  reports  for  permanent  and  temporary  employees. 
Non-Civil  Service  employees’  performance  should  be  evaluated  after 
the  first  90  days,  then  annually. 

The  purposes  of  the  appraisal  system  are  to  delineate  duties  and 
responsibilities,  to  provide  feedback  to  employees  on  performance,  to 
identify  training  needs,  to  improve  effectiveness,  to  provide  a basis  for 
career  development,  and  to  assure  the  public  of  quality  service.  Such  a 
system  is  an  essential  tool  for  managerial  decision-making  and  assists 
in  communications.  It  assures  you  of  having  a regular,  systematic 
record  of  your  performance  and  development. 
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ADDITIONAL/OUTSIDE  EMPLOYMENT 


Additional  or  outside  part-time  employment  for  full-time  employees  is 
permitted  under  certain  conditions  and  requires  the  written  approval  of 
the  employee’s  department  and  the  Civil  Service  Commission.  The 
additional  employment  must  not  interfere  with  the  employee’s  regular 
City  job  and  cannot  exceed  twenty  20  hours  per  week.  Such  employ- 
ment while  on  sick  leave  may  be  permitted  if  approval  is  secured  as 
outlined  in  the  Civil  Service  Commission  Rules. 

Forms  for  applying  for  permission  to  engage  in  outside  employment  are 
available  from  your  department’s  personnel  and  payroll  office  or  in 
Room  52E,  City  Hall.  For  more  information,  call  554-4341. 

EMPLOYMENT  VERIFICATION 

When  providing  information  for  the  purpose  of  verifying  your  employ- 
ment, be  certain  to  list  the  department  as  the  employer,  not  the  City  and 
County  of  San  Francisco.  Verifications  sent  to  the  Civil  Service 
Commission  will  be  forwarded  to  your  current  department.  If  you  list 
your  employer  as  “City  and  County  of  San  Francisco”  or  “San  Fran- 
cisco Civil  Service,”  there  will  be  a delay  while  Civil  Service  Commis- 
sion staff  researches  personnel  records  to  locate  your  department  and 
then  routes  the  verification  request  to  your  department.  Consider  each 
City  and  County  department  you  worked  for  as  a SEPARATE  EM- 
PLOYER. Be  certain  that  a separate  request  to  verify  your  employ- 
ment goes  to  each  department  where  you  have  worked. 

CHARTER  PROVISIONS  RELATING  TO 
DISCIPLINARY  ACTION  AGAINST  STRIKING 
EMPLOYEES  OTHER  THAN  MEMBERS  OF  THE 
POLICE  AND  FIRE  DEPARTMENTS. 

This  Charter  Section  was  passed  by  the  electorate  on  November  2, 

1976.  The  impetus  for  the  passage  of  this  Charter  section  was  the 
public’s  dissatisfaction  with  the  38-day  strike  by  certain  segments  of 
the  City  and  County’s  work  force.  It  was  the  public’s  intention  to 
require  dismissal  of  any  striking  employee.  The  section  establishes  a 
committee  of  five  (5)  members  - the  presidents  of  the  Civil  Service, 
Public  Utilities,  Airport,  Fire,  and  Police  Commissions  - to  carry  out 
the  dismissals. 

Significantly,  Section  8.346  removes  any  discretionary  ability  from  the 
Mayor’s  Office,  Board  of  Supervisors,  Civil  Service  Commission, 
department  heads,  etc.,  in  processing  the  disciplinary  penalties  against 
striking  employees  if  they  have  engaged  in  any  form  of  job  action 
including: 

. . the  willful  failure  to  report  for  duty,  the  willful  absence 
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from  one’s  position,  any  concerted  stoppage  or  slowdown  of  work,  any 
concerted  interruption  of  operations  or  services  by  employees,  or  the 
willful  abstinence  in  whole  or  in  part  from  the  full,  faithful,  and  proper 
performance  of  the  duties  of  employment,  for  the  purpose  of  inducing, 
influencing,  or  coercing  a change  in  the  conditions  of  employment . . .” 

The  Charter  provision  also  indicates  that  " . . No  officer,  board, 
commission,  or  committee  of  the  City  and  County  of  San  Francisco 
shall  have  the  power  to  grant  amnesty  to  any  person  who  has  violated 
any  of  the  provisions  of  this  section,  and  such  officer  or  bodies  shall 
not  grant  amnesty  to  any  person  who  has  violated  any  of  the  provisions 
of  this  section. . . (emphasis  added). 

A number  of  employees  have  asked  whether  Section  8.346  remains 
legally  enforceable  in  light  of  a recent  case  holding  that  certain  public 
employee  strikes  are  not  per  se  illegal  under  State  law.  The  City 
Attorney  informs  us  that  the  case,  Los  Angeles  County  Sanitation  Dist. 
No.  2 v.  Los  Angeles  County  Employees  Association,  does  not  affect 
Charter  prohibitions  on  strikes.  Therefore,  Section  8.346  remains 
enforceable. 

TELEPHONES 

The  telephone  is  an  essential  part  of  conducting  business.  Proper 
telephone  usage  is  important:  the  impression  that  many  persons  lave 
of  City  government  is  influenced  by  their  telephone  contacts.  The 
following  steps  should  help  you  transact  business  in  a pleasant, 
efficient  manner: 

When  receiving  calls,  always: 

1 . Answer  promptly.  (Try  to  answer  by  the  third  ring). 

2.  Give  your  name  and  department. 

3.  Offer  to  take  a message  if  the  person  called  is  not  available. 

4.  Be  courteous  and  friendly. 

When  making  calls,  always: 

1 . Plan  what  you  want  to  say  ahead  of  time. 

2.  Identify  yourself  and  your  department 

3.  Keep  calls  as  short  as  possible. 

4.  Be  courteous  and  friendly. 

Information  regarding  the  use  of  your  department’s  telephone  system 
can  be  obtained  from  your  supervisor.  The  telephone  must  be  used 
only  for  conducting  City  and  County  business. 
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HOW  TO  RECYCLE  YOUR  OFFICE  PAPER 
AS  A CITY  EMPLOYEE 


The  City  and  County  of  San  Francisco  boasts  one  of  the  best  City-run 
office  paper  recycling  programs  in  the  country.  In  1988,  City  employ- 
ees recycled  300  tons  of  white  office  paper  and  computer  paper  and 
raised  $37,000  for  the  City’s  General  Fund.  In  March  of  1988,  the 
Board  of  Supervisors  unanimously  adopted  a resolution  making  office 
paper  recycling  a City  policy  of  highest  priority. 

We  hope  that  as  a new  City  employee  you  will  become  involved  in  our 
recycling  efforts.  Your  office  should  have  conveniently  located  central 
recycling  bins,  and  employees  should  have  an  individual  recycling  box 
for  storing  paper  at  their  desks.  If  you  would  like  a recycling  box  or 
any  additional  information  about  this  or  any  other  San  Francisco  recy- 
cling program,  call  our  office  at  554-6194. 


The  City  and  County  of  San  Francisco  offers  many  career  promotional 
opportunities  and  is  built  around  the  merit  principle.  Hiring  and 
promotion  take  place  on  a competitive  basis  so  that  all  candidates  for 
appointment  or  promotion  have  equal  opportunity  for  a job  or  for 
advancement.  By  doing  your  best  in  your  present  job  and  continually 
preparing  for  those  jobs  ahead,  you  serve  the  public,  the  City  and 
County,  and  yourself. 


POTENTIAL  FOR  GROWTH 


GOOD 


35 


SAN  FRANCISCO  GENERAL  HOSPITAL  MEDICAL  CENTER 


